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WELCOME

Welcome to SCOUT?, an easy to use, yet extremely powerful web-based suspense tracking tool
that will provide solutions to all of your organization’s suspense tracking needs.

FEATURES LIST
With SCOUT® you can:

e Create a suspense/task with or without subtasks

e Attach/upload documents or any files to any suspense

e Automatically notify Assignees via email in parallel or chain order

e Track the suspense progress, comments, acceptance, declines, or completions
e Create alerts for short suspense dates or past due suspenses

e Create Executive Summary or Coordination Sheets

e Track status, review, approve, assign, re-assign, info-only

e Get customizable reports, stoplight charts, or metrics.

1. Accessing SCOUT®

1.1 User Authentication

New Users normally enter SCOUT® for the first time either through a notification email or by
accessing the SCOUT® application through a furnished URL.

CAC Card Authentication

Users already registered in SCOUT® will be prompted to choose a certificate and to enter their
CAC PIN number.

SCOUT® will compare their CAC Card data against their SCOUT® User Profile and then enter them
into the website, displaying all currently due tasks.

CAC Card not recognized by SCOUT®. If the ﬁ
CAC card data is not recognized by SCouT®,
Users are asked to enter their email address to

\Welcome: Rowiette, Richard

ensure against duplicate registration. If Tl 554 beows 1o Help st 00 1 on 51 SEOLITE ot 1 a1 Uoer &t
SCOUT© reCOgnizeS their email address, |t found SCOUTE will help you register as a new SCOUTE user.

updates their CAC Card information in SCOUT® e

and brings them into the SCOUT® website (See T

Figure 1).

Figure 1 — CAC Not Recognized

1.2 Registration Form

The User is then presented with a registration form to complete. The User completes the form,
clicks the SAVE button, and is brought into the SCOUT® website (See Figure 2).

© Copyright HPC-COM LLC 2011 Page 5 Last Updated: 2/1/2011
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ACTIONS YOU CAN TAKE:

Please complete the form below. Mandatory fields marked

My Profile
First Name Alan
Last Name* Godsave
Rank/Title CHOOSE ONE [=]
Archive Reader No
Archive Editor No
Template Reader Yes

Template Manager ~ No

Master Stand In No

E-mail* Alan.Godsave@suspensetracker.com

unie RD
Office Symbol

Gi.e. CC, MXOP, SC, CSS, ete)

Phone

(770) 859-0511

Base

State

Figure 2 — User Registration Form

2. The Home Page

E& Save

BCancel

|54 View Audit Log

scouTt® Suspense Tracker V10.0
CPMS User’s Manual

After a User accesses SCOUT® using their CAC Card, the default Home Page appears. The
default is the "General Tasks" App. On every App's Home Page, the "Assigned To" tab is always

the default open tab (See Figure 3).

= Civilian Personnel Management System

Entered as: HPCCOM Administrator - CPMS

[dNewTask &% Standin/Actas

27JAN-2011  Search  Logout

{2 Save as Home

Reports Task# Subject

Dashboard 1110-001 0461 @ | G | Testing by the Scout eontractor [ ]

Search

Viewing incomplete General Tasks assigned to HECCOM Administrator )

Dayslate DueDate Tasked By
30-NOV-2010 Seout contrac! Inquiry

Suspense Type Accept/Reject

Accepted
20-NOV-2010 10:57

T i

]+

o wa a paget ol e o1 [2]

Settings

View 1-10f 1

1y Profile
Control Center

Task Preview - Click the @ to add or remove a column from the grid.

Subject:
Task #: Tasked By:

Assigned By:

Library
Due Date:

Templates

Archives Type: Accepted Date:

ANNOUNCEMENTS

Suppart
Gatekeepers
Help Center
User Manual
Adrmin Wanual

4B SCOUTE v 10.0
Suspense
Tracking by HPC-
col LLE

Wi s com

Emailed Date:
Rejected Date:

Rejected Date:

Done

Figure 3 — The Home Page

@ Intemet | Protected Mode Gn

- |en -

The default App Home Page can be changed by the User to a different workflow at any time. For
example, if the User does most of their work in another App, the User can click that App link in
the left-hand navigation menu, then click the SAVE AS HOME (upper right-hand corner of
screen), and that App will become that User's default Home Page.
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2.1 The Top Banner

The Home Page consists of Information and Action Buttons across the top banner. It contains
from left to right:

- SCOUT® Logo
- Unit's Logo and Name

Civilian Personnel Management System

Entered as: HPCCOM Administrator - CPMS 12-JAN-2011 Search Log out .
' = - Entered as (your name & unit)

- Current Date

- Search Button

- Logout

- New Task (or New Project)
- Stand-in/Act As

- Save as Home

B New Task @ Stand in/Act as ﬁ Save as Home

2.1.1 New Task

By clicking the New Task button, you can create a new Task (

See Figure 4).

Entered as: HPCCOM Administrator - CPMS 28-JAN-2011 Search Log out -

= Civilian Personnel Management System [4NewTask &% StandiniActas  fg Save as Home

Apps I Assigned To (1) I Notified (0) | Created By (5) | Completed (0) | Closed (0)

| General Tasks (6) - Viewing incomplete General Tasks assigned to HFCCOM Administrator
Reports Task# Subject @Sy Late DueDate = Tasked By  Suspense Type Accept/Reject

Dashboard 1110-0010451 & | L Testing by the Scoupsenffactor @  30-NOV-2010 Scout comtract Inuiry.
Search 20-NOV-2010 10:57

0] ] v

v @a Page1 |of I wm View 1-10f1

Settings

Wy Profile —
Control Center

= Task Preview - Click the @ to add or remove a column from the grid.

Subject:

Task #: Tasked By: Emailed Date:

Library

Due Date: Assigned By: Rejected Date:
Templates 3
Archives Type: Accepted Date: Rejected Date:

ANNOUNCEMENTS

Support

Figure 4 — New Task Button

2.1.2 Stand In/Act as

By clicking the Stand in/Act as button, a pop-up window appears with a drop-down list of
personnel or org accounts you have been given permission to stand in for (See Figure 5).

Entered as: HRCCOM Administrator - CPMS ~ 28-JAN-2011  Search  Log out

m Civilian Personnel Management System [sMNewTask & Standin/Actas  fp Save as Home

Apps I Assigned To (1) I Norified (0) | Created By (5) | Completed (0) | Closed (0)

| General Tasks (8) Viewing incomplete General Tasks assigned to HPCCOM Administrator
Reports Task £ Mays Late DueDate = Tasked By  Suspense Type Accept/Reject

Dashboard 1110-0010461 ‘ 2 eS0T contractor o |anrwovrzmc13mu(oumacvmuw

Search 20-NOV-2010 10:57

< —— i, ]+

sa sa PageT |of I e 210 [o] View 1-10of |

Figure 5 — Stand-in/Act as Window
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2.1.3 Search

Clicking the Search button opens up another pop-up window, allowing you to search by Subject,
Description, Task Number, Task Type, or Status. (See Figure 6 and Figure 7).

Entered as: HPCCOM Adminisirator - CPMS 12-JAN-2011 Search Log out

Civilian Personnel Management System

[ Mew Task &5 Stand in/Act as fg] Save as Home

Created By (3) | Completed (0) | Closed (0)

I Assigned To (1) | Notified (0)

Viewing incomplete General Tasks assigned to HPCCOM Administrator
=a _ —

F?gixre 6 — Search Button

Civilian Personnel Management System [5 New Task

e T e [eee [ I

Viewing incomplete General Tasks assigned to HPCCOM Administrator
Task # Subj Days Late _Due Date

Entered as: HPCCON Administrator - CPMS

28JAN-2011  Search  Logout

Stand infAct as

Tasked

Settings

My Profile
Control Center

Library
Templates
Archives
ANNOUNCEMENTS.

Support

1110-0010461

<
@

* Task Preview - Cli

Suspense Search

Field:

Subject:
Task #:
Due Date:

Type:

Accepted Date:

E-mailed Date:
Rejected Date:
Rejected Date:

Figure 7 — Search Criteria Dropdown

2.1.4 Save as Home

One of the great features of SCOUT? is the ability to set any of the menu items on the Apps
Menu as your Home Page. This means that whenever you log into SCOUT®, that page will
always appear (See Figure 8).

= Civilian Personnel Management System

I Assigned To (1) I Notified (0) | Created By (5) | Completed (0) | Closed (0)

Dasnhboard
Search

Satting/

Wy Profil
Control Center

ANNOUNCEMENTS.

1110-0010461

s

Testing by the Scout cons

[ ] ‘!D'NOV'ZOTCISDnu(mmrac‘\muirv

Entered as: HPCCOM Administrator - CPMS.

Apps
| General Tasks (6) Viewing incomplete General Tasks assigned to HFCCOM Administrator
Reports Task # Subject Date Tasked By  Suspense Type Accept/Reject

2BJAN-2011  Search  Logout -

[ NewTask &g Stand iniAct as

@ saycae

Accepred
20-NOV-2010 10:57

4

] r

@

1 #a Page[l |of I w ¢ 10 [=]

View 1-10of 1

Subject:

Support

= Task Preview - Click the @ to add or remove a column from the grid.

i Task # Tasked By: E-mailed Date:
Library
Due Date: Assigned By: Rejected Date:
Templates. 5
archives Type: Accepted Date: Rejected Date:

Figure 8 — Save as Home Page Window
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Apps

Reports
Dashboard
Search

Settings

Wy Profile
Control Center

Library

Templates
Archives

ANMNOUNCEMENTS

Support

Gatekeepers
Help Center
User Manual
Admin Manual

2.2 The Left-hand Navigation Menu
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The Navigation Menu located on the left-hand side of the page contains links to all the

Task# Subject

Dashboard 1110-0010481 ‘ 2 ‘ L Testing by the Seout contractor
Search

Days Late DueDate  Tasked By

@ ‘anrno\nm 15mut mmratT Inquiry

Entered as: HPCCOM Administrator - CPMS  27-JAN-2011  Search  Logout

[4NewTask &% Stand in/Actas  {g Save as Home

Suspense Type Accept/Reject
Accepted
20-NOV-2010 10:57

]+

wa aa Page] |of 1 s m

View 1-10f |

Settings

My Profile

= Task Preview - Click the @ to add or remove a column from the grid.
Contral Center

Subject:

. Task 2: Tasked By:
Library By:
Due Date: Assigned By:
Templates.

Archives Type: Accepted Date:

ANNOUNCEMENTS

E-mailed Date:
Rejected Date:

Rejected Date:

Support

) Gatekeepers
Help Center
User Manual
Admin Manual

5COUT® v 10.0
Suspense
Tracking by HPC-
COMLLC

i sz

Dane

Figure 9 — The Navigation Menu

2.3 The Workspace Window

@ Imemet | Protected Mode: On

G| % v

When you click on an item from the Navigation Menu, whatever action you choose will appear
on the right side of the page in the area called the Workspace. For example, if you click on the
General Tasks link, all of your General Tasks will appear in tables in the Workspace window (See

Figure 10).

m Civilian Personnel Management System

Viewing incomplete General Tasks assigned to HPCCOM Administrator o

Suspense Type

Reports

Task # Subject Dayslate DueDate Tasked By

Dashboard 1110-0010461 ‘ [ ] ‘ {5, Testing by the Scout contractor
Search

[ ] ‘BDVNOV'ZOTqmu(mmracT\muiry

Entered as: HPCCOM Administrator - CPMS ~ 28-JAN-2011  Search  Log out -

[ NewTask & StandiniActas g Save as Home

Accept/Reject

Accepred
20-NOV-2010 10:57

4 .

v

@ 1 #a Page[l |of I w ¢ 10 [=]

View 1-10of 1

Settings

Wy Profile

= Task Preview - Click the @ to add or remove a column from the grid.
Control Center

Subject:

Task #: Tasked By:

Library

Due Date: Assigned By:

Templates
Archives
ANNOUNCEMENTS.

Type: Accepted Date:

E-mailed Date:
Rejected Date:

Rejected Date:

Support

Figure 10 — The Work Space Window
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2.4 General Tasks Tool Bar

When you click on the General Tasks link in the Apps Menu, there are five tabs at the top of the
Workspace Window (See Figure 11). The first tab “Assigned to” includes all of the general tasks
currently assigned to you. The second tab “Notified” lists all tasks that require no action by you
but were sent for notification purposes only. The third tab “Created by” lists all the tasks you
have created that are currently open and active. The fourth tab “Completed” lists all of your
assigned tasks you have completed (but not yet closed by Task Originator). When the Task
Originator closes the task, it is removed from Assignees data grid table. The fifth tab “Closed”
lists all tasks created by you that you have closed.

Entered as: HPCCOM Administrator - CPMS 12-JAN-2011 Search Log out

Civilian Personnel Management System & New Task & Stand infActas  f@ Save as Home

Viewing incomplete General Tasks assigned to HPCCOM Administrator

Pannrte

Figure 11 — General Tasks Toolbar

2.5 The General Tasks Workspace

There are nine columns of data displayed in the default view of the General Tasks ASSIGNED TO
table (See Figure 12).

Entered as: HPCCOM Administrator - CPMS ~ 28-JAN-2011  Search  Log out -

[gNewTask = &F StandiniActas  {p Save as Home

Apps

— o

Reports Dayslate DueDate @ Tasked By  Suspense Type Accept/Reject

Dashboard T s TS o

Search 20-NOV-2010 10:57
[ I

w #a Page[l |of 1w pa 10 [] View1-10f1

Settings

iy Profie
Control Center

Task Preview - Click the @ to add or remove a column from the grid.

m

Subject:

Task #: Tasked By: Emailed Date:

Library

Due Date: Assigned By: Rejected Date:
Tempiates

Archives
ANNOUNCEMENTS.

Type: Accepted Date: Rejected Date:

Support

Figure 12 — General Tasks Workspace Table

2.5.1 Columns in the Data Grid Table

The columns are explained here (See Figure 13):

o Task #: The first column displays the task number. The column can be sorted by clicking the
column heading.

e Task Status Icon: The 2nd column displays “task status” icons. Hovering the cursor over the
icon displays a text box with the current status of that task.

e Outlook Calendar Icon: The 3rd column shows an Outlook Calendar icon. Clicking the icon
allows the User to import the task into Microsoft Outlook as a calendar activity.

e Subject: The 4th column in General Tasks displays the subject of the task. This will also be
the subject of the automated notification email that is sent to task Assignees.
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e Days Late: The 5™ column has green, yellow, or red balls indicating the number of days the
task is due or is past due. Hovering the cursor over the ball displays a text box with current
due date status.

e Due Date: The 6" column is the Task Due Date set by the Task Originator.

e Tasked By: The 7" column displays the department or division who originated the task.

e Suspense Type: The 8" column displays the type of suspense it is (Administrative Issue,
Inquiry, OPM Issue, General Request, Information, etc.).

e Accept/Reject: The 9" column shows whether you, the Assignee, have Accepted or Rejected
the task and the date and time of the action.

Viewing incomplete General Tasks assigned to Kristen Adkins

Task # Subject Days Late Due Date Tasked By Suspense Type Accept/Reject
1210-0010478 &) | i Testing 1. Tester RAH Q@ 25-APR-2011/I15D General Request Accepted
21-JAN-2011 04:02
1210-0010472 | [} |Test 5. Tester RAH | (@] ‘ZS-FEB—ZUI I|AED |Informat|on
§ This task has not been accepted by you. Click this icon o View1-2af 2
or the subject te view the status,

Task Preview - Click the m to add or remove a column from the grid.

Figure 13 — Data Grid Table

2.5.2 Task Preview Pane

Clicking on a Task record in the INBOX will highlight that line in yellow and display details of the
task in the Task Preview Pane. Clicking the small blue box in front of a data item in the task
preview pane will add or delete that data item from the current view of the Assigned To tab

data grid (See Figure 14).

Viewing incomplete General Tasks assigned to Kristen Adkins

Task # Subject Days Late Due Date Tasked By Suspense Type Accept/Reject
1210-0010479 @ i Testing 1. Tester RAH O 25-APR-2011 ISD General Request Accepted
/ 21JAN-2011 04:02
1210-0010472 ° m Test 5. Tester RAH . 25-FEB-2011 AED Information
] 1a oa Page 1 ofl = o View 1-2of 2

| Task Preview - Click the m to add or remove a column from the grid.
Subject: Testing 1. Tester RAH
/ =Task #: 1210-0010479 =Tasked By: ISD = E-mailed Date: 10-DEC-2010 13:35
EDue Date: 25-APR-2011 =Assigned By: Test User C =Rejected Date: No date
=EType: General Request =Accepted Date: 21-JAN-2011 16:02 =Record Type: Suspense

View Full Details

Figure 14 — Task Preview Pane
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3. Create a New Task

By clicking this button, you can create a new Task (See Figure 15).

Entered as: HPCCOM Administrator - CPMS ~ 28-JAN-2011  Search  Logout

“
% Civilian Personnel Management System

[ NewTask & StandiniActas  fg* Save as Home

Apps I Assigned To (1) I Notified (0) | Created By (5) | Completed (0) | Closed (0)

Reports

Viewing incomplete General Tasks assigned to HPCCOM Administrator

Task # Subject wfite DucDate Tasked By  Suspense Type Accept/Reject

Dashboard 1110-0010461 ‘.‘m Testing by the Scout congaert ‘ [ ] ‘!D'NO\I'ZOTC'SwumerathuiI’v

Search

Accepted
20-NOV-2010 10:57

i, ] »

1 #a Page[l |of I w ¢ 10 [=] View 1-10f 1

/

* Task Preview - Click the @ to add or remove a column from the grid.

Settings

My Profile
Control Center

Subject:

Task #: Tasked By: Emailed Date:

Library
Due Date: Assigned By: Rejected Date:
Templates
Archives

ANNOUNCEMENTS.

Type: Accepted Date: Rejected Date:

Support

Figure 15 — Create a New Task

3.1 Suspense Data Form

Clicking the New Task Action button displays the New Task data input form. To begin, click your
cursor in the first input box in the upper left corner labeled Due Date. A calendar will appear,
allowing the User to click on a date. Note that the current date is highlighted in yellow. Dates
prior to the current date cannot be chosen. The left and right arrows at the top of the calendar
allow the User to browse to future calendars to choose the Final Due Date. The Due Date is the
date the task must be completed by all Assignees (See Figure 16).

Entered as: HPC(

= Civilian Personnel Management System

*Created Date:

28-JAN-201110:59

(@ Recurrence

D

SUSPENSE TYPE

Reports
Dashboard
Search

n January 2011 n

Su Me Tu

We

ORIGINATOR

Settings

My Profile
Control Center

30 w3t \dministrator (HPCCOM Administrator@s( =

*To: I Add Assignees D6 Add from MailSet g Edit Mailsets

Library
Templates
Archives
ANNOUNCEMENTS.

Support
w Clicking the () next to an assignee’s name wil remave that assignee. When assigning in a chain, clicking { & ) or ( ¥ ) wil move
Gatekezpers the user up or down in the tist.
Help Center
User Manual “subject: i
Admin Wanual =
‘subject input form limited to 288 characters. 255 remaining.

SCOUTE v 10.0 AL Add

Suspense

Tracking by HPC-

COMLLE *Description: -

Done

Figure 16 — Calendar Date Picker
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3.1.1 Recurrence Icon

Clicking The Recurrence Icon opens up a pop-up window, which allows you to make this task
recur (daily, weekly, monthly, or yearly). Making a task a Recurring task is similar to creating a
reminder for that recurring task. SCOUT® will send a reminder email with a clickable link. Clicking
the link will bring the User to this New Task input page and the input fields will be filled out with
the original task’s data. The data can be changed as necessary, and the User proceeds to assign
the task and send out notification emails. The User can also choose to ignore the reminder if the
task does not need to recur (See Figure 17).

*Due Date: *Received Date: *Created Date:
(G Recurrence
Record Type: Suspense [~]
*Suspense Type: CHOOSE
Task Recurrence
SRAETEHIE CHOOSE often should this task cocur?
Workflow: @) Parallel
From: HPCCOM 7 Daily
- Weekly
*To: & Add 4
D Monthly
> Yearly
Start of recurrence? 22:JAN-2011
Duratign of Recurrence?
Clicking the ($) next to an assign
the user up or down in the list. ® No end date
*Subject: © End after oCcurrences
© End by
Subject input
Email days before next occurance

Attachments: '

Figure 17 — Recurrence Icon

3.1.2 Record Type

Clicking the Record Type dropdown arrow shows all available record types (See Figure 18).

New Suspense
APpS *Due Date: *Received Date: *Created Date:
General Tasks (6} 25 FEB2011 17-00 @ Recurrence
Reports

Dashboard

Search

Suspense

#*SUSpEnse orrespondence
*Originator: CHOOSE AN ORIGINATOR E
Settings
iy Frofie workflow: @) Parallel [~]
Control Center From: HPCCOM Administrator (HPCCOM. Administrator@si=
*To: £ Add Assignees D6 Add from Mail Set % Edit Mailsets
Library
Templates

Figure 18 — Record Type

3.1.3 Suspense

Type

Click the arrow to the right of the words CHOOSE A SUSPENSE TYPE to activate the dropdown
menu. Only one Task Type can be chosen. Choosing a task type is required. SCOUT® will pop up a
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reminder if you fail to make a choice and will not process the task until a choice is made.
Remember, TASK TYPES are created globally (for all Users) by Administrators. Users can also
create Task Types only visible to that User in the Control Center (See Figure 19).

[ |t

New Suspense
e *Due Date:
General Tasks (6)

Reports
Dashboard Record Type:
Search

*Originator:
Settings
My Profile Workflow: @)
Control Center

From:

*To:

Tempiatss
Archives
ANNOUNCEMENTS

Clicking the (§€) next t
the user up or down in t

Gatekeepers

Help Center
subject:
User Manual Subject:
Admin Manual
SCOUT® v 10.0 Attachments:
Suspense
© +racking by HPC-
COM LLC 4Description:

s s finstructions)

Figure 19 — Suspense Type

25-FEB-201117:00

*Received Date:

Suspense

00SE A SUSPENSE TYPE
CI100SE A SUSPENSE TYPE

Administrative Issue
Inquiry

OPM Issue

General Request
Comments

Forthe File/Recard
Policy

Legislation

GAO Report
Regulatory Review
Coordination

NSPS Issue

FOIA

Legislative Proposal

Agreement

Legal

Congressional Response
Personnel Action

Data Pull

Audit

Complaint

5 Clearance

CPM

Invitation
Paylssues

SD106 Package
CPP Item of Interest

OMB Issue

*Created Date:
(@ Recurrence

4

Edit Mailsets

i

g in a chain, cticking (& ) or (¥ ) wil move

3.1.4 Choose an Originator

Click the arrow to the right of the words CHOOSE AN ORIGINATOR to activate the dropdown
menu. Only one Originator can be chosen. Choosing an Originator is required. SCOUT® will pop
up a reminder if you fail to make a choice and will not process the task until a choice is made.
Remember, Originators are created globally (for all Users) by Administrators. Users can also
create ORIGINATORS only visible to that User in the Control Center (See Figure 20).
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= Civilian Personnel Management System

New Suspense
APPS *Due Date: *Received Date: *Created Date:
| General Tasks (5). 25-FEB-2011 17:00 28-JAN-2011 10:59 (@ Recurrence
Reports
Dashboard Record Type: |Suspenss Izl
Search
*suspense Type: |CHOOSE A SUSPENSE TYPE [+]
*Originator: CHOOSE AN ORIGINATOR -
Settings -
Workfow: M
Wy Profile oD
Control Center Froms FASLABOR
WAGE
#To: ‘CSDJ € Edit Mailsets
Library DIR
Templates FAS
h JLDD
Arehives HRBITS E
ANNOUNCEMENTS CPP
NAF
IRD
PSSC
Support
PP Clicking the ($§) next t ;:gc lg in a chain, clicking (& ) or { ¥ ) wil move
Galtekeepers the user up or down in th o
Help Center “NSPs e —
User Manual *subject: AED L *
Admin Manual HRSO =
Scout cantractor
AED
Attachments: BMD
Sapares |gg;g
Tracking by HPC- = e
COM LLC *Description: CPP -
DIR
FAS
FASLABOR 2

Figure 20 — Choose an Originator

3.1.5 Workflow

You can assign the task in parallel or chained sequence. Sending in Parallel will send all

Assignees an email simultaneously. Sending in Chain will send an email to the first Assignee
only...and when he/she completes their portion of the suspense, then the next Assignee will
receive an email (See Figure 21).

Entered as: HRCCH

Civilian Personnel Management System

Hew Suspense
Apps *Due Date: *Received Date: *Created Date:
_ 25-FEB-201117:00 28-JAN-2011 10:59 @Rec""e'loe
Reports.
Dashboard Record Type: |suspense [=]
Search
*Suspense Type: |CHOOSE A SUSPENSE TYPE =]
*Originator: I El
Settings D —
iy Profie Warkflow: @) arael [~]
arallel
e cae T ——
*To: £ Add Assignees Df Add from MailSet DF Edit Mailsets
Library
Templates
Archives
ANNQUNCEMENTS
Support

Clicking the (J§) next to an assignee’s name wil remove that assignes. When assigning in a chain, clicking ( & ) or ( ¥ ) wil move
Gatekeepers the user up or down in the list.

Flgure 21 - Workflow - Parallel or Chained

The blue ? to the right of Workflow gives an explanation of each choice (See Figure 22).
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Entered as: HPCCOM Administrator - CPMS. 28-JAN-2011 Search  Logout

= Civilian Personnel Management System Zhsave [gCancel

New Suspense
o *Due Date: *Received Date: *Created Date:
_ General Tasks (6) 28-JAN-2011 1400 @) Recurrence
wgerts
Dashbeg Record Type: |suspense [=]
Search
“suspense Type: |CHOOSE A SUSPENSE TYPE [=]
Qiginatar: |CHOOSE AN ORIGINATOR [=] B
Settings

Wy Frofile
Control Center

Workflow: @) Parallel
~ EEEree

Mkilset  DFEdit Mailsets

From:
*To:
Library
Templates

Archives

Figure 22 - Information Icon

3.1.6 “From” Dropdown

The “FROM” dropdown defaults to the person logged in (See Figure 23).

Entered as: HPCCO

Civilian Personnel Management System

New Suspense
Apps

*Due Date: *Received Date: *Created Date:
| General Tasks (8] - 28-JAN-2011 14.00 @ Recurrence
Reports.
Dashboard Record Type: \Suspeﬂse |z|
Search
*Suspense Type: |CHOOSE A SUSPENSE TYPE =]
*Originatar: |CHOOSE AN ORIGINATOR =]
Ity Profie Viorkflow: €) [Parallel [=]

Control Center

& Add Assignees £ Add from MailSet 2% Edit Mailsets
Library

Figure 23 — From Dropdown List

3.1.7 Add Assignees

There are 3 ways to choose Assignees:
1. Add Assignees: You choose Assignees from the Search Names window.
2. Add From Mailset: You choose Assignees from a previously-created SCOUT
Mailset/Distro list.
3. Edit Mailset: You create a new Mailset or edit an existing one.

Clicking the Add Assignees Action Button displays the Search Names window. You can choose an
Organization or search ALL. Type a partial last name and a list of names with that combination of
letters in the last names will appear under the Available People column.

Click the GREEN ARROW in front of a name to move that name to the Selected People column.
Names can be removed from the Selected People column, by clicking the RED X in front of the
name. Click the Done Action Button (See Figure 24).
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New Suspense
Ao 20ue Date: *Received Date: *Created Date: -
General Tasks (6) ‘

Reports

Dashboard Record Type: gyus Find an [] org account (or) a person (or) adency
Search Partial last name Organization
s Th cH
Al [=]
*Originator: cH °°se One (ll) E
Settings Available People. CPMS cted People.
. Workflow: @) Par BMD
B s Mr. HPCCOM Adminiscrator (4 pry - M@  Krisien Adkins
Control Center =1
: HP
From: & Mr. Cla AED (AED) JFLADS;A BOR
*To: = Dermot Antle (BMD) :‘ﬁEE
S % Scott Ash ULDD} 18D | |
Templates 1cue
. W Romayne Barclay (FAS ) pssc
Archives CARE
= Cindy Beeson (HREITS ) HRSO
crp
W Julie Bigler (PSSC ) FAS
limbo acl
o AED
""" - Clicking the (§§) next to an HRBITS + Done
Gatekespers the user up or down in the i ELRD
Help Center iy
Ty E
User Manual Stbisck NSPS
Admin Wanual - o
< I ,
Dene @ Intemet | Protected Mode On v HWO5K v
P

Figure 24 — Add Assignees

Clicking the Done action button closes the Search Names window and displays the chosen
names in the To Input box. You can delete a chosen name by clicking the RED X beside the name
(See Figure 25).

*Originator: IRD |Z|
Workflow: @) Parallel [+]
From: Alan Godsave (Alan.Godsave@suspensetracker.conE
*Ta: I Add Assignees D Add from MailSet D# Edit Mailsets

Stanley Bradley 3§ Christopher Brown 3§

Kelly Devaney u

Clicking the tuj next to an assignee’s name will remove that assignee. When assigning in a chain, clicking (& ) or { ¥ ) wil move
the user up or down in the list.

Figure 25 — Deleting an Assignee — the Red X

3.1.8 Add from MailSet

You may also choose Assignees by clicking the Add From Mailset Action Button.Clicking the Add
From Mailset Action Button will display the Select Users From MailSet window. Choose a
previously saved Mailset name from the dropdown list. , then click the ADD Action Button.
Remember, Mailsets are created by Users in the Control Center. You can also add from any
MailSet you’ve already created, or Edit/Add a MailSet on the fly (See Figure 26).
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Mews Suspense
Apps

*Due Date: *Received Date: *Created Date:
General Tasks (6) ’-‘9 Recurrence
Reports
Dashboard Record Type: Suspense
Search

*0riginator: CHOOSE AN ORIGINATOR

Parallel

[ | | &

My Frofile ow: @)

Control Center

From: inistrator (HF'CCOIv1.AdmmisIrator@st|Z|

*Te: I Add Assignees gl Add from MailSet Dg Edit Mailsets

Kristen Adkins $§ | |

\ B
acchives Add users from MailSet

ANNOUNCEMENTS

=]

B Add o Cancel
Clicking the (S‘I next to an assignee’ n, clicking (& ) or ( ¥ ) will move
Gatekeepers the user up or down in the list.
Help Center
*Subject:
User Manual SEICEE B

Admin Manual

Figure 26 — Add from MailSet

3.1.9 Subject

Add a Subject title to this suspense. Type the name of the suspense you are creating. Notice
there is a 255 character limit to this input window, with a countdown window keeping track of
the number of characters you have remaining (See Figure 27).

Reports

Dashboard Record Type: Suspense E
Search
*Suspense Type: CHOOSE A SUSPENSE TYPE |z|
*Originator: CHOOSE AN ORIGINATOR |z|
Settings
Iy Profile Workflow: €) Parallel E
Conirol Center From: HPCCOM Administrator (HPCCOM Administrator@si =]
o b Add Assignees Dg Add from MailSet D4 Edit Mailsets
Library
Kristen Adkins 3
Templates
Archives

ANNOUNCEMENTS

Support
PP Clicking the (J§) next to an assi in a chain, clicking ( & ) or ( ¥ ) wil move
3 ) 4 B
Gatekeepers
Help Center
User Manual Subject goes here.
Admin Manual
Jorm limited to 255 characters. 237 remaining.
G¥B SCOUTE v 10.0 Attachments: Add
Suspense
o_racmng by HPC-
COM LLC *Description: "

Done
—

Figure 27 — Add A Subject

3.1.10 Attachments

Click the Add button to browse to documents you wish to add to the suspense. Click the Red X if
you change your mind and want to delete the attachment (See Figure 28). Please note that
SCOUT has an upload limit of 4 files at a time. If you would like to upload more than 4 files,
complete the creation of the task and upload more files after the task has been saved.
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€ sCcOUTE Suspense Tracker - Windows Imernet Explorer P . - :—‘ T =)
@-@ - \ i nttp://www etaskinstall.com/Assignment/New ‘/J - | &1| X | |-T] Google P -
File Edit Vi.. Favori. To.. He.. % @Convert - [ Select
i Favorites | 55 @) SCH.. €] Scou.. @ DSS.. {i ARMY.. fiEMP.. (O HPC~. &]ShPt.. @ HPC.. @ BHW.. ® Quic.. @ Conn.. @] VBK.. *J Goog.. {i etsa.. &]ETS |l OLD..~

§ scoUTE Suspense Tracker % Home ~ ~ Resd Mail @ Print ~ Page- Sefety~ Tools~ @ Help~ =~
= EMpETE - i

Archives

ANNOUNCEMENTS

Support

o Clicking the (9) next to an assignee’s name wil remove that assignes. When assigning in a chain, clicking (& ) ar { ¥ ) wil mave
Gatekeepers the user up or down in the list.
Help Center

User Manual *Subject: Subject goes here.

Admin Manual

SCOUTE v 10.0
Suspense

1 Tracking by HRC
COMLLC

sctaroom

karacters. 237 remaining L

Attachments: Add

TEST ATTACHMENT.txt (0.03KE) - 100% a8

I

4Description: -

Onstructions)

Dsazriptian inpat form Hmitsd ta 3500 charsctrs. 3500 remaining
Include instructions in the automated e-mai2

Mark this Suspense as privatel @)

i save o Cancel

Do Internet | Protected Mode: Or g v BOEL v
e @ 1reemet o = 0n TR

Figure 28 — Add Attachments

3.1.11 Description

Type instructions or a message further explaining the substance of the suspense. This box
allows you to put instructions or messages that will or will not be sent in the email to Assignees.
You can click the checkbox to decide whether the message will be included (See Figure 29).

Support Clicking the txl next to an assignee’s name wil remove that assignee. When assigning in a chain, clicking (4 ) or ( ¥ ) will move
Gatekeepers the user up or down in the list.

Help Center

Uiser Manual *Subject: Subject goes here. B

Admin Manual
Subject input form limited to 255 characters. 237 remaining,

B SCOUTE v 10.0 Attachments: Add
Suspense
°’r'ac:l:lng by HPC-

COMLLC TEST ATTACHMENT.txt (0.03KB) - 100% m

emeiracker com

*Description: Type a description of the task here.

[nstructions)

Description input form limited to 3500 characters. 3464 remaining.
Include instructions in the automated e-mail
Mark this Suspense as private? €)

I Save o Cancel

Figure 29 — Description Box

3.1.12 Default Check boxes

At the bottom of the new suspense input form, there are two choices to make (See Figure 30):
1) Include instructions in the automated e-mail? You can choose whether to include the =
message in the emails sent to the Assignees.
2) Mark this Suspense as private? Clicking the Private icon checkbox determines whether
you would like this suspense to appear only in your tasks reports (and the Assignees you
choose), but not in upper level reports.
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Admin Manual Subject input form timited to 255 characters. 255 ramaining.

Attachments: Add
£ SCouTev 10.0
Suspense - s
O -l by HPC- Description:
c (Instructions)

Description input form fimited to 3500 characters. 3500 remaining.

Include instructions in the automated e-mail?

Mark this Suspense as private? @)
et /
= Save & Cancel

Figure 30 — Default Check Boxes — Save or Cancel

3) SAVE. After all fields have been completed, click the SAVE button, (or the Cancel button
to discard the form) (See Figure 30).

3.1.13 Assignment Setup - Viewing New Assignees.

After clicking the Save icon, the following window appears where you can choose whether or
not to send an Email to each Assignee, change their individual Due Date, or change their role
from Assign to Notified. If you choose Assign, then that person is responsible for working the
suspense. If you choose Notify, that person cannot work the suspense but can track its progress
and status. After choosing roles, you may also change the assigned due date for different
Assignees. However, you should never choose a date later than the overall Suspense due date
you chose for this suspense. You can then enter a personalized message just to that Assignee,
change the order of the Assignees (if in chain), or remove an Assignee. Then to complete the
task, click on “Finish and Send Emails” (See Figure 31).

Name Email? Due Date Role Message Sequence Actions
e Juanita Shanks 28AN-2011 17:0  Assign ﬂ : Up / Down Remove
v Assign
7

Finish and Send Emails

= Jave o dincen

Figure 31 — Assignment Setup Pop-Up Window

After clicking the Finish and Send Emails icon, you will now come to the Status Tabs page where
you can now review and edit your input or take action on the task such as upload more files, add
additional Assignees, create an executive view, etc. (See Figure 32).
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I Assignee Status | Summary I Files (1) | Executive Summary Sheet Comment Log Coordination Sheet _

Apps
_ Task Details (Task #1110-0010467)
Reports
Task Software Test#1 by Contractor

Dashboard

New Application Status open @ Due 10-Dec-2010

Search

Originator HPCCOM Administrator
D# Email Comments

Settings

My Profile

Control Center Assignments and Notifications

Assignee Status Role Action
B3 carallyn Herrion (BMD) @ suspense accepred on 20-NOV-10 Assign Email
Library 16:44
Templates 5 plan Godsave (RD) @ suspense Emailed on 20-NOV-10 Assign Comment Refuse Accept
1632 Reguest Extension
Archives Complete Redelegate
ANNOUMNCEMENTS Redelegate Offline Email
b5 cla cpeicrr) (i} Suspense Completed on 20-NOV-10 Natified Email
16:32 - 0 days turnaround time.
Sunnnrt

Figure 32 — Assignee Status Window

3.1.14 Contact Information for Each Assignee

Contact information for each Assignee is available by clicking on the small green telephone icon
in front of each Assignee’s name. Information includes Office/Department, Phone number and a
clickable email address. “Presence” data can also be available if a Microsoft Office Collaboration
Server is online and if the Assignee has installed the necessary Microsoft software (See Figure

33).

apps I Assignee Status. I Summary | Files (1) | Recurring (10} | Executive Summary Sheet | Comment Log | Coordination Sheet -
— Task Details (Task #0111

Report
erens Task. Subject goes here.
Dashboard
Searech Status open @ Due: 28-Feb-2011
originator HPCCOM Administrator
Settings * | Df Email Comments

My Profile
Control

Assi;l.ellsallumiﬁu\inls Add Assignee(s)

Assignee Status Role Action

Library B9 kristen Adkins (ICUCH @ pending completion by previous Assign Reniace §lemoue g EmAil
Templates ssignees. 31 days remaining
Archives ) Kristen Adkins (ICUC) Close B pending completion by previous Assign Replace Remove  Email
ANNOUNGENE akignees. 31 days remaining

ieue -

T03-696-1992
support Kristen Adkins@suspensetracker com
Gatekeopers

€ mtemat | Protected Mode: On Gy Hes% v

Dene

o Figure 33 — OCS Information

3.1.15 Assignee Status Details Icon

Status information for a particular Assignee is available by clicking on the information icon (a
small letter “i” in a blue circle) that is in the STATUS column (See Figure 34).
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Assignments and Notifications @ view all

Assignee Status Role Action

&3 carollyn Herrion (BMD) s pense Accepted on 20-NOV-10 Assign Email
n
rgate

l"

This suspense was delegated by HPCCOM Administrator to: Carollyn Herrion ————— = Email
clacpp(cpp  Role Assign
Due Date 10-DEC-2010
Emailed Notification email sent to Carollyn Herrion 20-NOW-2010 16:32
Accepted Last action by Carollyn Herrion on 20-NOV-2010 16:44
Complete No
Comments
A

Figure 34 — Information Icon

3.1.16 Assignee Status Details for All Assignees

Status information for ALL Assignees is available by clicking on the information icon (a small

letter “i” in a blue circle) In the VIEW ALL Action Button (See Figure 35).
Task Details (Task #1110-0010467)
Task Software Test#] by Contractor

Status Open . Due: 10-Dec-2010

Originator HPCCOM Administrator

g Email Comments

Assignments and N stifications o View All
Assi Status Role Action
e 1 AT Ry [ —
Carollyn .
Assignment Details ®
&5 Alan God i el i Role  Due Date Emailed A | Completed
Carollyn Herrion  No Assign 10-DEC-2010  29-NOW-2010 16:32 20-NOV-2010 16:44 No
— Alan Godsave No Assign 10-DEC-2010  20-NOW-2010 16:32  No No
Cla CPP {1 -
Cla CPP No MNotified 10-DEC-2010 29-NOW-2010 16:32 No 20-NOV-2010 16:32 Notified

Figure 35 — Assignee Status Details

3.2 Summary Tab

This tab contains the primary summary information for this task. This area is editable if the
Logged-in User is the Task Owner/Creator (See Figure 36).
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h Assignee Status I Summary [ Files (1) I Executive Summary Sheet | Comment Log | Coordination Sheet

Below are details for this suspense.

Task Details (Task #1110-0010467)

Status Open . Due: 10-Dec-2010

Subject Software Test#1 by Contractor

Record Type Correspondence

Create Date 29-Nov-2010 16:32

Due Date 10-Dec-2010 17:00

Received Date 29-Nov-2010 17:00

Task Type Coordination

Tasked By CPMS

Instructions Testing Ceneral Tasks (Parallel w/attachment) Marked as

private. Including instructions in the automated email.

Mark this Suspense as private?@)
Entered By HPCCOM Administrator

Figure 36 — Summary Window

3.3 Files Tab

This tab shows the number of files attached in parenthesis on the tab. Clicking the file name
opens the file for viewing. Clicking the ADD button allows the User to add additional
attachments. If there are files available in the template library, they may be loaded from the
ADD FROM TEMPLATES button. Only the Task Owner/Creator can remove files (a “REMOVE” link
will be visible in the Actions column) (See Figure 37).

Assignee Status | Summary i Files (1) I Executive Summary Sheet | Comment Log | Coordination Sheet d

Task Details (Task #1110-0010467)

Subject Software Test#] by Contractor

Status open @ Due: 10-Dec-2010

Add Add from Templates

Name Uploaded = Uploaded By Type Actions
{ORIGINAL} TEST ATTACHMENT .txt 28-NOV-2010 16:31 Mr. HPFCCOM Administrator { ORIGINAL

Figure 37 — Files Tab

4. Closed Suspenses

The Task Originator may close their tasks at any time (either because all Assignees have
completed the task or it is no longer applicable). When a task is marked closed, it moves from
the CREATED BY tab to the CLOSED tab in the General Tasks Workspace window. At this time,
the User can choose to place the task UNDER REVIEW or ARCHIVE the task (See Figure 38).
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Entered as: Dir CPMS -DIR 28-JAN-2011 Search Log out

[ New Task &5 Stand infActas  {pt Save as Home

| General Tasks (58} Viewing closed General Tasks created by Dir CPMS )

Repors Task # Lo [ = Cloced
Dashboard
Search

0457 il DoDI 1400.25V410 30-SEP-2010 DIR SD106 Package 03-NOV-2010 0
0010-0010452 RSEC-Working Group. B L = on 21-SEP-2010 OC

0910-0010439 O & [Reemployed Annuitant - Boerum 24-5€P-2010 Administrative Issue | 23-SEP-2010 0C
0910-0010431 (O i |Badge Request 20-5EP-2010 Administrative Issue 14-SEP-2010 0C
0910-0010427 (Ot [Extension of Appointment 17-5EP-2010 Administrative Issus  23-SEP-2010 0C

Settings

My Profile

Control Center 0010-0010426 O | B |NSPS Closeout Appraisal - Mudgett 14-SEP-2010 Administrative Issue 13-SEP-2010 OC

0010-0010425 O ﬂ, Congressional - Mr. Antonio Vicente 17-5EP-2010 Congressional Response 23-SEP-2010 00

0010-0010424 () i Flu Shots Statement of Wark 17-5EP-2010 Agreement 20-5EP-2010 0C
Archives & e o5 Page 1 |of173 = i View 1-100f1 728

ANMOUMNCEMENTS

Library 0910-0010420
Templates 0910-0010419

Frankie Lane Pentagon Badge aplication 15-SEP-2010 Administrative Issue 14-SEP-2010 OC
LPDD Special Act Awards 01-JAN-1900 Administrative Issue 14-5EP-2010 0C

Task Preview - Click the ® to add or remove a column from the grid.
Support

Subject: DoDI 1400.25-V410
Gatekeepers

Help Center =Task #: 0910-0010457 =Tasked By: DIR =Unused Date: 30-SEP-2010
User Manual E=Due Date: 30-SEP-2010 EReceived Date: 30-SEP-2010 2Type: SD106 Package
Admin Manual

aType: D106 Package aCreated Date:  30-SEP-2010 =Record Type: Suspense

< Place Under Review Archive View Full Details >

"l scouTev10.0
W8 suspense
A : Tracking by HPC-

Done @ intemet | Protected Mode On v R10% v

Figure 38 — Closed Tasks Window

4.1 Place Under Review

If a Task needs to be submitted for review by another Organization, the Task Originator should
click the PLACE UNDER REVIEW button, where a popup window appears, allowing them to
choose which organization to send the task for review (See Figure 39).

0910-0010439 OO E Reemployed Annuitant - Boerum 24-SEP-201CDIR Administrative Issue | 23-SEP-2010
Settings 0910-0010431 O @ Badge Request 20-SEP-201CDIR Administrative Issue  14-SEP-2010
Wy Profile 0910-0010427 O @ Extension of Appointment 17-SEP-201CDIR Administrative Issue | 23-SEP-2010
Control Center 09100010426 | (O ﬁ NSPS Closeout Appraisal - Mudgett 14-SEP-201CDIR Administrative Issue | 13-SEP-2010

0810-0010425 O @ Congressional - Mr. Antonio Vicente 17-SEP-201CDIR Congressional Respons 23-SEP-2010

0910-0010424 O @ Flu Shots Statement of Work. 17-SEP-201CDIR Agreement 20-SEP-2010
Librar - |-SEP-.

§ st oS o T ] - = 4= 20
Templates 0910-0010419 | | & LPDD iministrative Issue | 14-SEP-2010
Archives @ Choose Reviewing Org: View 1 - 10 of 1 728
ANNOUNCEMENTS - Tests

o eems
~ Task Preview - Click them 1
Support
Gatekeepers Subject: DoDI 1400.25-V41
Help Center =Task #: 0910-001045 Date: 30-SEP-2010
User Manual =Due Date: 30-SEP-2010 . e 4 SD106 Package
Admin Manual . . .
=Type: 5D106 Package =Created Date: 30-SEP-2010 =Record Type: Suspense
Place Under Review Archive View Full Details
SCouTev 10.0
Suspense
Tracking by HPG-

Figure 39 — Place Under Review — Choose Reviewing Org

After clicking the Save button in the PLACE UNDER REVIEW popup window, the task will now
show an icon is the grid table, when hovered over reveals “This task is under review. It may be
closed if the review has been successfully completed.” In the Task Preview pane, the PLACE
UNDER REVIEW button has now changed to CLOSE: Review Approved. When the Reviewing
Organization notifies the Task Originator they have finished reviewing the task, the Originator
can then Archive the task by clicking the ARCHIVE button (See Figure 40).
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Viewing closed General Tasks created by Dir CPMS

Reports Task # Subject Due Date  Tasked By Suspense Type Closed
Dashboard 09100010457 @ f. DoDI 1400.25-va10 30-SEP-2010 DIR SD106 Package 03-NOV-2010 0
Search

09100010452 . | RSBC Working Group 20°SEP-2010 DIR Coordination 21-SEP20100C

his task is und It may be closed if th
0010-0010430 | (] oy oor s Lnaer review, £ may be closed e rIew 775 4 SEr2010 | DIR Administrative lssue | 23-5EP-2010 0C
has been sucessfully completed.

Settings 0010-0010431 ) T T5adge Request 20-5EP-2010 DR Administrative Issue | 14-5EP-2010 0C
i 0o100010427 | ()| fif) Extension of Appointment 17.5EP2010 DIR. Administrative Issue | 23-SEP-2010 0C
!
Contral Canter 00100010426 | (| B NSPS Closcout Appraisal - Mudgett 145EP2010 DIR. Administrative Issue | 13-SEP-2010 0C

00100010425 | {3 | f Congressional - Mr. Antonio Vicente 175EF-2010 DIR Congressional Response 23-5EP-2010 0C

00100010424 | {7 | ff) Flu Shots Statement of Work 17-5EP-2010 DIR Agresment 20-5EP-2010 0C
Library 00100010420 | (| ) Frankie Lanc Pentagon Badge aplication 155EP2010 DIR. Administrative Issue | 14-SEP-2010 0C
Templates 0910-0010419 O | i LPDD Special Act Awards 01-JAN-1200 DIR Administrative |ssue 14-5EP-2010 0C
Archives o s =5 Page 1 of 173 »> mi View 1-10of 1 728
ANMOUNCEMENTS

~ Task Preview - Click the @ 10 add or remove a column from the grid.
Support
Subject: DoDI 1400.25-v410
Gatekeepers
Help Center aTask #1  0910-0010457 =Tasked By: DIR EUnused Date: 30-SEP-2010
User Manual ©Due Date: 30-SEP-2010 =Received Date: 30-SEP-2010 aType: SD106 Package
Admin Manual EType: SD106 Package ECreated Date: 30-SEP-2010 ERecord Type: Suspense
Archive View Full Details
SCOUT@Y 10.0
Suspense
D Intemet | Protected Made: On ¥
—
Figure 40 — Task is now Under Review
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4.2 Archiving a Task

After a task has been REVIEWED or CLOSED, the Task Originator may choose to Archive that
task. Clicking the ARCHIVE button opens up a form where decisions such as what files to
archive, where to place the archive document, etc., can be made. Clicking the Preview button
will open up a PDF document that illustrates what the archived document will look like. When
done, click the SAVE button, and the task will be moved into ARCHIVES folder under LIBRARY in
the left-hand Navigation Menu (See Figure 41).

Please complete the form below. Mandatory fields marked *

Apps Archival Details (Task #0910-0010457)
General Tasks (58) i
Unique Record dentifier 10457
Reports
Dashboard Subject DoDI 1400 25-V410
Search * Date Filed 2B-JAN-2011
* Publication Date
) * Author CPMS, Dir. DIR,
Settings
* Originating Organization DR
Wy Profile

Control Center Supplemental Marking List -
" Media Type Electronic = 3
Library * Format PDF [=]
Templates Date Received 22-SEP-2010
Archives * Addressass [David Rude], [James Raney], [Judy Birden], [John Dill]
ANNOUNCEMENTS gyt ddressess
Location
Support * Classification Unclassified [+]
Gatekespers [Ighﬁac::ent;s o [F] 21813-EXSUM Format PP oDl 1400 25410 txt
eck files to include: R
Help Center themm arentve) [ 21813-Vol 410 LOR txt
User Manual [F] 21813-RE Issues for DoD Training Requiation bt
Admin Manual [ TAB A bttt
[F] 21813-5D Form 106 for DoDI 140025 Volume 410.tct
B SCOUTEY 10.0 [F] 21812-¥410 Comments Matrix txt
Suspense [F1] 21813-Action Memo to Acting DUSD CPP DoDI 1400.25-V410 bt B
Tracking by HPC-

ComMLLC [ 21813-CPMS Coordination Sheet for DoDI 1400.25-V410.bd
s = [F] 21813-DoDI 1400.25 Volume 410.bxt

[F] 21812-WHS v DoDI 1400-25 V410 10-16-08 bt
[F] 21813-EXSUM Format CPP DoDI 1400.25-V410.txt
[F] 21813-ol 410 LOR tet

[F] 21812-RE Issues for DoD Training Requition txt

[F] 21813-Action Memo to USD PR DoDI 1400.25-W410.txt

[F] 21813-S0 Form 106 for DoDI 1400.25 Volume 410.bd

m

[F] 21812-¥410 Comments Matrix bt
[F] 21813-Action Memo to Acting DUSD CPP DoDI 1400.25-V410.txt

3-CPMS C tion Sheet for DoDI 1400.25-W410 et

DI 1400.25 Volume 410.bxt

[[] 21813-WHS v DoDI 1400-25 V410 10-16-09.txt

* Include Comment History

* PatnToDirectory C:/Scout/Archive [=]

* i Hame DoDI 1400.25-V410 M
& Save B Preview o Cancel

Figure 41 — Archive Form

5. Working an Assigned Task

5.1 How to Access a Task

There are two ways an Assignee can begin working on a task. The first way is for an Assignee to
open a browser and input the URL and arrive at the Home Page. The Assignee can then highlight
a task and click the VIEW DETAILS Action Button, or double-click on the assignment itself to
enter the work area page. Clicking VIEW DETAILS will bring the Assignee into the work area

(See Figure 42).
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Entered as: Alan Godsave - IRD 20-JAN-2011 ‘Search Log out

[ New Task k&5 Resume Identity g Save as Home

Viewing incomplete General Tasks assigned to Alan Godsave (-]
Reports Task £ Subject Days Late Due Date Tasked By  Suspense Type Accept/Reject
Dashboard 1110-0010467 B i Software Test#1 by Contractor @  10DEC201CCPMS Coordination
MNew Application -
Search @ w o Page 1 |of1 s w1 [10 [w] View1-10of1
. ~ Task Preview - Click the @ to add or remove a column from the grid.

Settings
My Profile Subject: Software Test#1 by Contractor
Control Cent .

ool enter ETask #  1110-0010467 =Tasked By: CPMS EE-mailed Date: 29-NOV-2010 1632

EDue Date: 10-DEC-2010 ©Assigned By:  HPCCOM Administrator ~ =Rejected Date: No date

Library =Type: Coordination mAccepted Date: No date =Record Type:  Comespondence
Templates View Full Details
Archives
ANNOUNCEMENTS

Figure 42 — Working a Task — Enter thru URL/Home Page

The second way an Assignee can begin working on a task is when an Assignee receives an
SCOUT® notification email, which Assignee can click on the link at the bottom email. Clicking the
link will bring the email recipient into the Scout system and directly into the Task work area so
the Assignee can immediately begin working the task (See Figure 43).

D —— : e (e =y )
EE el 0 & % 3 &% )7 "SCOUT: (Suspense $2781) Assigned - MSGT Hughes, Thomas - Message (Plain Ted] il
A | Message [ Add-Ins Adobe PDF @

E @ \3 x LE \‘S @ % &3, safe Lists - &4 Fina

Related @

Reply Reply Forward | Delete Moveto Create Other Block [ Not Junk Categorize Follow Mark as = send to
to All Folder~ Rule Actions~ & Sender = Up~ Unread || b Select - OneNote
Respond Actions Junk E-mail £} Options. £ Find Onehlote

|| Youforwarded this message on 4/23/2010 12:26 PM.

I From: SCOUT SYSTEM MESSAGE [hpcservice @thebhwaroup. com] Sent: Fri 4/23/2010 1132 AM ||
To: Jack E Hughes t

N ce i

ly| Subject: *SCOUT: (Suspense #2781) Assigned - MSGT Hughes, Thomas |

I

THIS IS AN AUTOMATED EMAIL. |
|| The following Suspense has been submitted to you by Kennard Laviers.

Suspense: Attention Training Class: This is a sample task created for you.
Suspense ID: 1857

Instructions: Please review the and provide Your should be attached as new documents. If you have questions about this task, please contact me. Also contact
me ff this is the first tome you have worked a task in Scout and you ahve not had any training.

All of the information you need to take action on this Suspense in available on the SCOUT® website. Please click on the following link: i
http/localhost-81/Assig it/ 1857

Figure 43 — SCOUT Notification Email

5.2 Assignee Work Area

There are six tabs in the Assignee Work area:
1. Assignee Status

Summary

Files

Executive Summary Sheet

Comment Log

Coordination Sheet

Assignee Status | Summary | Files (1) | Executive Summary Sheet | Comment Log | CDordin&

Task Details (Tas Y

ounkwnN

Apps

Figure 44 — Assignee Work Area
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5.3 Assignee Status Tab

The Assignee Status Page shows the Task Details (Task Name, Status, and Originator) (See Figure
45).

l Assignee Status Summary Files (1) Executive Summary Sheet Comment Log Coordination Sheet |

sk Details (Task #1110-0010467)

Task

General Tasks (2)
Reports
Dashboard

Software Test#1 by Contractor

Mew Application
Search

Status open @ Due: 10-Dec-2010

HPCCOM Administrator

Figure 45 — Assignee Status Tab - Task Details

5.3.1 Assignments and Notifications Window

In this example, there are three Assignees. Only the Logged-in Assignee has Action Links. Actions
the Assignee can take:

1. Comment - Clicking the Comment Action Link opens a window that allows the Assignee
to enter a comment about the task. The Task Owner/Originator will receive an email as
a result of the comment.

2. Refuse - Clicking the Refuse Action Link opens a window that allows the Assignee to
enter a comment about the reason for refusing the task. The Task Owner/Originator will
receive an email as a result of the refusal.

3. Accept - Clicking the Accept Action Link sends an email to the Task Owner/QOriginator
that you have accepted the Task.

4. Request Extension — Clicking the Request Extension Action Link opens a window that
requires the Assignee to enter a reason for the requested extension and input a
requested deadline date.

5. Complete - Clicking the Complete Action Link opens a window that requires the Assignee
to enter a comment describing the work that completed the task. The Task
Owner/Originator will receive an email as a result of the completion.

6. Redelegate - Clicking the Redelegate Action Link opens a window that allows the
Assignee to choose other Assignees to work on the task. The Task Owner/Originator
may or may not receive an email as a result of the re-delegation, depending on the
Owner/Originator’s Profile Preferences. Click DONE when finished choosing names.

7. Redelegate Offline Email - Clicking the Redelegate Offline Action Link opens a window
that allows the Assignee to redelegate the task to an Assignee that doesn’t have current
access to the Scout application. The Assignee will enter an email address and an email
will be sent to that person with details of the assignment.

8. Email Comments: Users may send comments via email, choosing which recipients will
receive the comments by checking the Email checkbox (See Figure 46).
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Task Details (Task #1110-0010467)
Task Software Test#1 by Contractor

Status Open . Due: 10-Dec-2010

Originator HPCCOM Administrator
TYPE AN EMAIL COMMENT HERE FOR ANY OR ALL ASSIGNEES. “ g Email Comments
Choose Recipients

assignments and Norirications [T Y]] _
Mame Email?
Assignee Carollyn Herrign
8 Carellyn Herrion (EMD) Alan Godsave

Cla CPP

Comment Refuse Accept
Reguest Fxtension Complete
Finish and Send Emails Redelegate
Redelegate Offl

&5 Alan Godsave (IRD)

83 cia c (crmy 0 Suspense Completed on 29-NOV-10 Natified
16:32 - 0 days turnarcund time.

Figure 46 — Email Comments

5.4 Executive Summary Tab

The Executive Summary tab opens a window showing the following form (See Figure 47):

Summary | Files (1) I Executive Summary Sheet I Comment Log | Coordination Sheet .

| Assignee Status

Apps
_ Executive Summary Sheet (Task #1110-0010467)
Reports Task Software Test#] by Contractor
Dashboard
MNew Application Purpose
Search
Background
Discussion
Settings
Wy Profile View of Others

Caontrol Center Recommendations

Figure 47 — Executive Summary Sheet

5.5 Comment Log Tab

The Comment Log tab allows a User to view ALL comments made on this task by ALL Assignees.
Comments are listed by date and time (See Figure 48).

Summary | Files (1) | Executive Summary Sheet | Comment Log Coordination Sheet

| Assignee Status

Apps
_ Task Details (Task #1110-0010467)
Reports Subject Software Test#1 by Contractor
Dashboard
New Application Status open @ Due: 10-Dec-2010
Search
Date Comment By Emailed To Comment
Settings 29-Nov-2010 16:32 Cla CPP N/A COMPLETED: Notified
My Profile

Control Center

Library

Templates

Figure 48 — Comment Log

© Copyright HPC-COM LLC 2011 Page 29 Last Updated: 2/1/2011
(etaskinstall V82)
HPC-COM STD FRM: MG5002

con



scouTt® Suspense Tracker V10.0
CPMS User’s Manual

5.6 Coordination Sheet Tab

The Coordination Sheet tab opens up the CPMS Coordination sheet form, allowing you to select
actions from the pull-down menus, and filling in various information blocks (See Figure 49).

[o—
o 'l [ [ 5]
| [ = =
| [ F| 5]
- Ml [ [=1 [+
o >l =i [ =]
. il =i F| El
— Tl [ F| [l
anes = |l 2|l [ [l
e > |l =i [ =]
, il =i F| El
_ " =i [ [l
cencene =l F| [ 5]
— Ul [ [ [l
"l =i [ [l
g soours 00 Bl || [ [
gz&g:"a:vm il El| o B
e vl [l [ =]
il =i [ [l
el [l [ [l
> | =]l [ [l

Digitally signed e save. | 28an2011

Summarize the purpose/contents of your document here.

Subject. Subject goes here
ERANCH/ DIVISION SECRETARY CHECKED
[ Farmst, mousng margns ans sgmature miodk: [ Taes

] Grammor and preferences (CPMS Correspondence Guide) [I] Goorfination

[ speting [[] Agpropriate stationary
1 P ans o [E] Previous versioms, i any, incuded on iefe-hand side of paage
T —
Done
Figure 49 — Coordination Sheet
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6. Reports

Click the Report link on the Workflows Menu and a Reports Choice Page will appear (See Figure
50).

Report Criteria Respansible Party

Suspense Status Resporgitiity

Open Or Closed Originated By El

werkfiow 121 HOCCOM Adminiztratar
Al [~]
L4 My Drganizations
sort By
Organization Name E i select Al B Deselect All
-
Date
= g PG F
Final Due Date [~] . & s
bate . AD
ats Rangs
= ' FASLARDR
Al [~]
. JLDD
, L , . o 9] waee 3
Report's YELLOW stoplight color should indicate a task is due within: -
. HAF
O vellow 30  Daysor less e
® i o 9 eue
Gresan Cays or more [dictated by vellow)
. PESC
. red Past dug (38t to past due by default) . CARE W
. HRSD
saved Reports . (=23
Divizion Report . Fas
suspsnse Report: Currently Open . imbo -
suspsnse Report: Currently Overdus
Generate Report 6 Save Report

Figure 50 — Reports Display Choices Page

6.1 Report Criteria

In the left-hand side of the Work Space Window you can create different reports by clicking on
the pull down menus:

e Suspense Status (Open or Closed, Archived or Deleted)

e  Workflow (All, General Tasks)

e Sort By (Organization Name, Due Date, or Originating Org)

e Date (Final Due Date, Received Date, or Created Date)

e Date Range (All, Within Between)

5.2.1 Stoplight Color Definition

Users may change the yellow stoplight color to indicate a task is due within a certain number of
days. Changing the yellow color will automatically change the green stoplight color to reflect all
tasks due beyond the date the yellow color expires (See Figure 51).
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Report Criteria
SuspEnse Status

Open Or Closed

Worlkdlow

All

sort By

Organization Name

Cate

Final Due Date

] EO(E]|E]

Dats Rangs

Al [~

Report’s YELLOW stoplight color should indicate a tazk is due within: -

O vatow 30 Dayzorless
. Gresn Days or more (dictated by vellow)
. n=d Past due (st to past due by default)

Figure 51 — Report/Yellow Stoplight Color

5.2.1 Saved Reports

Below the YELLOW STOPLIGHT COLOR DEFINITION section, lies the SAVED REPORTS section. To
create a saved report, make the selections to define the report. You may wish to generate the
report first to ensure it contains the information you wanted. To save the report, reselect the
selections made to refine the report and click the Save Report button. You’ll be prompted to
give the report a name. These saved reports are only visible to you and are not visible to other
Users (See Figure 52).

Report's YELLOW stoplight coler should indicate a task is due within: -

D ellow 30 Daysor less
. Green Days or more [dictated by Yellow)
. ned Past due [s=t to past dus by default)

saved Reports
Divizion Report

SUspEnse REPD

Currently Cpen

suspense Report: Currently Overdus

Figure 52 — Saved Reports

6.1.1 Responsible Party

In the right-hand portion of the Work Space Window, you can choose whether the reports are
originated by, assigned to or delegated by you or different organizations (See Figure 53).
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Report Criteria
Suspense Status

Open Or Closed

Worlkdlow
All

sort By

Crganization Mame

Cats

Final Due Date

Cats Ran
All

F E |E|E]

[-]

CPMS User’s Manual

Responsible Party
Rezponsizitity
Originated By ||

() HRCCOM Administratar

-

- My Drganizations

s select Al B Deselect Al

Report’s YELLOW stoplight color should indicate a task iz due within: -

O Yellow
. Gresn
@ -

30

Days or less

Days or more [dictated by Yellow)

Past dus [set to past due by default)

saved Reports
[v) i} RE‘EDFL

suspense Report: Currently Open

suspense Report: Currently Overdus

Figure 53 — Responsible Party Choices

Generate Report

| »

m

6 Save Report

Your report appears in table form. The User has the option to export reports to Microsoft
Word, Excel, or as a PDF document by clicking the buttons at the top of the report (See Figure

54).

Apps

General Tasks (58)
Reports
Dashboard

Search

Settings
My Profile
Control Center

0410-0000919

. 0510-0009949
Library

0610-0010010

Templates 0610-0010012
Archives

ANMOUNCEMENTS Rl

0610-0010018

0610-0010025

Support 0710-0010222

Gatekeepers 0710-0010234

Help Center 0710-0010244

User Manual 0710-0010253

Admin Manual 0710-0010260

0710-0010265

SCOUTEV10.0 0710-0010273

g Suspense 07100010284

Tracking by HPC-

ComMLLC 0810-0010291

wies, suspensetracker,com 081030010303

0810-0010322

0810-0010333

Figure 54 — Report Page

All suspenses.

Created by: Dir CPMS

Task #
0609-0008917
0110-0009640
0410-0000842
0410-0000899

© Copyright HPC-COM LLC 2011

Subject

EECA Claims Report for Irag and Afghanistan - June

BRAC Support Memorandum

Reguest for Special Retirement Coverage

EPAT CCB
1 PD 20 employees - Dep of Amy
Management Review

Improving the Federal Recruitment and Hiring Process

Request for Special Retirement Coverage

CPMS Standard Operating Procedures (SOP)
Request for Special Retirement

Request for Special Retirement Coverage-G5-07
CPMS Express - July
DLA- 6 FPS positions

Veterans Initiative Steering Committee
QIC Follow up
Note to CPPC - Competency Survey Initiative

Email Notice to Surve HRPCF.

2010 Federal Emplovee Viewpoint Survey (Fedview) Re

2010 Annual Review of Special Rates
Reguest for Senior Leader (SU) Allocation

Prohibited Personnel Practices a Swdy Retrospecitve

Updated DoD Veterans Initiative Operational Plan
Milestone A Decision for ASARS

Word Excel
Due Date Tasked By Type Creator

@ 2zjuL2010 DIR General RequestMs. Dir CPMS
@ [0sFEE-2010 DIR General Requesi Ms. Dir CPMS
. 30-AUG-2010 DIR Coordination  Ms. Dir CPMS
@ osser2010 DIR Administrative |s Ms. Dir CPMS
@ z02PR2011 DIR Coordination  Ms. Dir CPMS
. 17-SEP-2010 DIR Investigation  Ms. Dir CPMS
@ o1-nov-2010 DIR Palicy Ms. Dir CPMS
@ 312Uc2010 DIR Coordination  Ms. Dir CPMS
. 31-AUG-2010 DIR Administrative |s Ms. Dir CPMS
@ 30seP2010 DIR Coordination  Ms. Dir CPMS
@ z0sEPzol0 DIR Coordination  Ms. Dir CPMS
. 09-SEP-2010 DIR Information Ms. Dir CPMS
@ [0oDEC2010 DIR Coordination  Ms. Dir CPMS
@ 4uLzoio DIR Directive Ms. Dir CPMS
. 28JuL-z010 DIR G Ms. Dir CPMS
@ 23juL2010 DIR Information Ms. Dir CPMS
@ z0sEPzol0 DIR Information Ms. Dir CPMS
@ 2:uL2010 DIR Information Ms. Dir CPMS
@ 0socT2010 DIR Instructions  Ms. Dir CPMS
. 09-AUG-2010 DIR General Reguesi Ms. Dir CPMS
@ |132uc2010 DIR Information Ms. Dir CPMS
@ 26seP2010 DIR Administrative |s Ms. Dir CPMS
. 13-AUG-2010 DIR Coordination  Ms. Dir CPMS
- e = —— o
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7. My Profile

Clicking the left-hand menu item “My profile” allows you to edit your personal information the
database (See Figure 55).

ACTIONS YOU CAN TAKE,
Piease compiets the form beiow. Mandstory fieids marked ©

My roie

& Save @ Cancel
Frst Namet HPGCOM

Administrator & View Audit Log

r [+

HPGCOM. Administrator@suspensetracker com

CPMS =

L 1224387830

My tasks YELLOW stophight color
Ovatew 30

indicate a tack i due within

(e
9. e 2

e for Yelow)

Wey me when 2 2k ve besn assigned

gzl =22
] E] R E]

Figure 55 — The Edit My Profile page

The items you can edit include your department name or your own name if you are working in
SCOUT® as an individual rather than an Org account. Notice that for Org account, the rank
should be listed as “ORG.” This entry helps format the stoplight chart. Other edit items include
email address, office symbols, and phone number and address information. This is also where
you can change your password. Items Users cannot change themselves include Archive
Reader/Writer, Template Reader/Manager and Master Stand-in. If you feel you need these
privileges, contact your Gatekeeper.

Users may change the yellow stoplight color to indicate a task is due within a certain number of
days. Changing the yellow color will automatically change the green stoplight color to reflect all
tasks due beyond the date the yellow color expires.

Users may choose to be notified by email whenever a task they’ve been assigned is due in X
days or is past due.

You can also make choices in the Notification Preferences window about whether to receive
emails concerning suspenses you’ve created.
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8. My Control Center

SCOUT® allows Users to customize some of the features of their version of SCOUT®, which will
be unique to that User. These functions are available in the Control Center (See Figure 56).

Personal Task Types Originated By List | stand Ins | Mailset/Distro |

General Tasks (58 personal Task Types Add New Type & 2dd
Reports

Dashboard - Hcrms

Search

My Prafile
Control Center

Figure 56 — The Control Center page

8.1 Personal Task Types

You can create a Personal Task Type name that will appear only in your version of scouT®
appended to the global list of task types. Other Users cannot see your Personal Task Type
names; however, they will be seen in the SCOUT® task list by anyone to whom you assign that
task type. You can delete any of your Personal Task Types at any time.

8.2 List of your personal “Originated by” Names

You can create a personal list of originators that will appear only in your version of scouT®
appended to the global list of task types.

8.3 List of Stand-Ins

You can designate someone to act as a stand-in for you. Senior officers can designate their
executive officer or secretary as a stand-in, for example. Anyone you designate as a Stand-in can
assume that role and act as you within SCOUT®.

8.4 Create a DistroList/MailSet

A DistroList/MailSet is a list of email addresses saved as a unique name so you can choose
groups of Assignees during the suspense assignment process. For this test, we recommend you
create a MailSet. You can use any name for the MailSet, such as “My group 1.” You are free to
use apostrophes or special characters in the name. When you create a name and click the
CREATE THIS MAILSET button, you will see a page that allows you to choose people or
organizational accounts to place into this MailSet. Choose at least two names. Do not include
your own name in a MailSet, as this could confuse some SCOUT® functions.
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9. Support Center

The Support section may have several links. In this example there are four (4) links:
1. Gatekeepers
2. Help Center
3. User Manual
4. Admin Manual

The Scout logo at the bottom of the navigation menu displays the current version number and
the link to the Internet web site (See Figure 57).

Control Center subject:

Task #: Tasked By: E-mailed Date:
Library Due Date: Assigned By: Rejected Date:
Templates Type: Accepted Date: Rejected Date:
Archives

ANNOUNCEMENTS

Support

Gatekeepers
Help Center
User Manual

Admin Manual

SCOUT®V 10.0
Suspense
Tracking by HPC-
COMLLC

wirw Suspensetracker.com

POWERED BY HPC-COM LLC V 10.0.0.82

Figure 57 — Support Center

9.1 Gatekeepers

The Gatekeepers link takes you to a listing of your unit’s Gatekeepers’ contact information.
If you can’t find a Gatekeeper listed for your organization or department, contact the Help Desk
800-795-1902 (See Figure 58).

Scout Gatekeepers

Apps
General Tasks (7) Viewing Local Administrators -]
Reports Unit = User Email Phone
Dashboard CPMS Mr. Administrator, HFCCOM HPCCOM.Administrator@suspensetracker.com 1234567890
Search IsD Mr. User C, Test test.userc@suspensetracker.com 2345678901

@ s = Page 1 |ofl s m View 1-2 of 2
Settings

If you can’t find Gatekeepers listed for your organization or department, contact the Help Desk at 800-795-1902.

Wy Profile

Control Center

Library

Templates
Archives
ANNOUNCEMENTS

User Manual

Figure 58 — Gatekeepers
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9.2 Help Center

The Help Center link takes you to a website that contains helpful information such as:
* Lessons
*  FAQs
*  What’s New
* Register for Online Classes

2SUSPENSE
S TRACKER
ACADEMY

m LESSONS FAQS WHAT'SNEW?  REGISTER FOR CLASSES v 5N

You are here: Home Register | Login

WELCOME TO THE SCOUT" SUSPENSE TRACKER HELP CENTER
Nead help? For the fastast response call 800-795-1902 and ask for the Help Desk.
SCOUT" SUSPENSE TRACKER ACADEMY LESSONS

Whether you need an introduction ko SCOUT® Suspense Tracker or if you just need a refresher, dick
the Lessons link for @ list of available on-demand lessons.

FAQs

Have a question? Click the Frequently Asked Questions link (FAQs) to find answers to the most common
questions users have submitted.

WHAT'S NEW?

A list of the |stest festures added to Scout Suspense Tracker, special notices and other announcements of
intarest.

REGISTER FOR CLASSES

Live online classes are held in our virtual classroom. Check out the schadule of classes and click the link to
register to sttend a class.

RESOURCES FOR ON-SITE CLASSROOM TRAINING

Ifyour arganizstion offers on-site classroom training for Scout Suspense Tracker, there sre resources svailsble for Trainsrs
and Students on the CLASSROOM RESOURCES page.

Figure 59 — scout® Help Center

9.3 User & Admin Manuals

SCOUT® User and Admin Manuals are available for your use as a Microsoft Word document.
HPC-COM LLC updates these manuals on a regular basis. Please check back frequently for new
features and changes.

10.Miscellaneous Notes

10.1 Session Expiration

If you leave your browser open for a long period of time (approximately an hour) without
interacting with SCOUT®, a security feature will disable the application. If you then try to click
any Workflows menu button, an alert will pop up advising you to log out or to close your
browser and then re-log into the application.
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