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Assigning Approvers for Routing

D-B-HDD

This job aid shows how to assign approvers to authorize the contract request.

Step
1

Action

To log in to Contract Management
Application enter your User ID and
Password, then select the Log In
button.

Visual

E: Contract Management Application (Testing Website) |
DBHDD

# Register @ Login

W Georgia DBHDD
% Contract Management Application

cma.testing@dbhad ga.gov

__

Change Password Forgo: Password

If entered successfully, the Overview
page will open.

Select the Requests button to open
the Requests page.

E’ Contract Management Application (Testing Website)

DBHDD

Home  Overview  Prescreens  Requests  Contracts  Vendors

Hello Contract Manager 7 Regster G Log out

Overview

The Vend listof the. the the
past. Through this module, you can search for a vendor and view the contracts the department enter
nto with the vendor. Not all executed contracts have been entered into the system yet, so some
vendors will show no contracts.
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Select the My Requests button. The
Request(s) that you created displays.

Contract Management Application (Testing Website)
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Home  Overview Prescreens

Requests  Contracts  Vendors

Hello Contract Manager #Register G Log out

Requests

NewConract | |[EOEET Al Requests To Approve




Step
2b

Action

The My Requests list allows you to
select any of your requests to start,
complete, or edit. Approved requests
will not display in the My Requests
list.

Select the Select link to left of the
Request you wish to access. The AP
Contract Initiation & Summary Form
page displays.
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Visual

Ea Ci M: Application (Testing Website)

Home  Overview  Prescreens  Requests  Confracts  Vendors

Hello Contract Manager 7 Register G Log out
Requests
New Contract My Requests Al Requests To Approve
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My Requests.
View  PrescreenlD  RequestiD  RequestType  ContractType or

AP Expense New Heights Personal Care Homes, LLC 09-06-19 Complete

AP Expense New Pathways Youth Services, Inc: 09-06-19 Started

09-06-19 Started

09-06-19 Started

09-06-19 Started

09-06-19 Started

09-06-19 Started

AP Revenue AADD, Inc. Cont 09-05-19 Started

The AP Contract Initiation &
Summary Form page includes all
contract sections and statuses.

Select the Select link to left of the
Approvals section name. The
Approvals page displays with the
required approver roles listed.

C M: (Testing Website)
DBHDD
Home Overview Prescreens Requests Contracts Vendors
Hello Contract Manager ZRegister  GoLogout
Requests
New Contract My Requests All Requests To Approve

AP Contract Inltation & Summary Form

jon or
Section Name Section Status

Gomplete
Started
Started
Started

Gomplete

Gomplete

Gomplete
Started

NA

NA

" Expense 09-06-2019 Started

A Contract Manager may assign or
reassign the named approver for the
approver role on the Approvals page.

Select the Edit icon on the top right
corner of an approver role field to
assign or reassign a named approver.

Hello Contract Manager # Register G Log out

Requests

New Contract My Requests. All Requests To Approve

‘Submit Request for Approval

Office of Procurement tand Contracts <]
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Step
5

Action

The edit pop-up displays for the
selected approver role to allow
assignment changes.

The Approver Name field may auto-
populate from the information
previously entered.

Visual

5a

Select the Approver Name from the
drop-down menu and select the
name/role from the options.

e Select Submit and the named
approver is assigned.

o Select the Cancel button to prevent
the edit from applying.

)
D NOTE: The Contract Manager
may edit the named approver
assignment until the request is
transferred to the Contract module.
(i.e., Requisition Number/Transfer
Request Section Status reads
Transferred)




