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Engineering Service Request (ESR) Form

ESR FORM

Project Manager (PM) creates ESR Form from eProjects.  Select the Information Tab and then the Reports Icon.  From the list of reports, select CIBL ESR and click on the Run in the first column.
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Input the Work Order number in this screen and click on Submit.

[image: image5.png]Gtk v = - @ [0 Q| Qoearch [Gravortes @vedn (3 | By- S = [

Actiress [ €) htpsifjzzedev.navtsc.navy.miappspaainde

B

eCortracts
eProjects

Infarmetion

Administration

appsTest

ICIBL ESR Parameters

Red Indicates Required Parameter

Value
Entry

Warkorder

oAl
Number g

20582

SBHD. equalto

Appropriation [squalto

Funding

oAl
Document g

Estimated

| il 1§ K

Design Cost [equalto
AE

Ll

Job Order

B equalto

Ll

Chart Job
Order Est

Job Order

equalto

Ll

Funds equalto
Received

[oume Y concer)

Ll

[@ore





Fill out all the blanks and then click on Submit.  A pdf file of the ESR form will be generated.
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PM delivers ESR to CI4A (Frank Bowen) - hard copy or electronically.

Frank completes action and delivers to CI4A2 (Michele Lee) - hard copy.

At the same time, CI4A (Frank Bowen) logs in to eProjects and begins the Assigning Team Member process.  See “Assigning Team Members within CI4, Engineering and Design Division.”

CI4A2 (Michele Lee or Sharon Wheeler) completes action and delivers to CI4A1 (Debbie Bowab) - hard copy

Debbie completes action and delivers to CI4A1 (Dale Harris) - hard copy.

Dale completes action and delivers to appropriate Branch Manager - hard copy.

Branch Manager logs into eProjects and continues the Assigning Team Member process.

Assigning Team Members within CI4,

 Engineering and Design Division

Project Manager receives project assignment.  The PM generates the ESR and delivers to CI4 via hard copy or electronic copy.  The PM then begins the “Assigning Team Member” process.  The PM opens the project and clicks on the “Team Member” Tab.
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Under this Tab, click on the “Add” button.

The following screen will appear:
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Select Role of “Eng/Arch in Charge”

The Project Manager will always select the Engineering and Design Division’s Deputy Director when requesting Team Members from the Design Division.  At the time of this training, that person is Francis P. Bowen, Jr.

Choose “Bowen, Francis P Jr” in order to send the alert to Frank Bowen’s Home Page.

Enter today’s date under Effective Start Date, leave Effective End Date blank.

Choose “Request Role Filled” under Workflow Type.

Hit “Submit”.

The Alert will Show up in Frank’s Home Page and look like this:
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The Alert Note will indicate:

Susan Hauser (who) has requested that the Eng/Arch in Charge (what type of role) on project JOINT MARITIME OPS & TRNG (actual project name) be filled.

To look for project specifics before assigning the project, click on “View”.  The project screen will appear and enable the user to view project details, notes, funding, etc.

Return to the Home Page by clicking on HOME.

Next, open the alert by clicking on the “Update” link.

After clicking “Update” the following screen will appear (Note: the name in the box will be Francis P. Bowen, Jr.)  Frank will change the name to the lead branch for the project.  (In this example we have used Conrad R. Bunch, Architectural Branch Head.)
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After changing the name to the Manager of the Lead Branch, leave workflow type as “Request Role Filled” and then click “Submit.”

An alert will show up in Conrad R. Bunch’s home page to indicate that an EIC/AIC needs to be assigned.  The alert will look like this:
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Change the name to the person to be assigned to the role.

Change the Workflow Type to “Request Assignment Approval”.

Hit “Submit”.

After selecting “Request Assignment Approval” an alert will now show up in the selected EIC/AIC’s Supervisor’s Alert Box.

The Supervisor’s Home page will look like this with the alert:
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The alert now requests “approval” for the selected person instead of Request Role Filled.

The Supervisor can click on “View” to look at any relevant details of the project.

Click on “Home” to return to the home page.

The Supervisor will click on “Update” and the following screen will appear:
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The Supervisor will click on “Approve” to confirm the assignment of the EIC/AIC to the subject project.

When viewing the project, select the “Team Members” tab to view the team members and to show the status of any Workflow items.  For example, the project shows that James Affeldt is assigned as the EIC/AIC on the project.  The Workflow Status now shows as Approved.
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Assigning Remaining Team Members within CI4,

 Engineering and Design Division

The EIC/AIC for a project has now been assigned.  The remainder of the team must now be included on the Team Member Tab.

The EIC/AIC will open the project and select the Team Member Tab.  On that Tab, click the “Add” button.  The EIC/AIC will now add all other required team members for the specific project.  For each member, the corresponding Branch Head will be selected for the person and the workflow will be selected as “Request Role Filled.”  Remember to always include the Effective Start Date.  The screen will look like this:
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Hit Submit and the Alert process will begin for each member requested.

The Branch Manager will receive the Alert in their home page.

The Branch Manager will select “Update” and will change their name to the person selected for the role (i.e. Mechanical Engineer for the project) and will change the Workflow to “Request Assignment Approval.”

The Branch Manager will then hit “Submit”.

An alert will the show up in the alert box of the selected person’s Supervisor.

The Supervisor will select “Update”.  The Supervisor will then select “Approved” if the correct person has been selected for the project.

The team member is now on the list of Team Members for the project.

Each Person has a “My Team Project” Box on their homepage.  Every project to which they are assigned as a team member will now show up in this box.

This page intentionally left blank.

Change name to person to be assigned to role.





Click on Submit.





Click on the Update button when ready to select the person for the role.





Change workflow type to “Request Assignment Approval.”





Change name to Manager of the Lead Branch.
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