MANAGING ORG UNITS & ROLES

Org Tree

+ The Org Tree is a hierarchical display of the Org
Units that you can manage.

+ You can view and manage all Org Units and
members within your Org Tree hierarchy.

+ The viewable org unit hierarchy is dependent on
your selected role.

+ The initial view of the Org Tree displays your top-
level Org Unit and any subordinate Org Units.

Navigating the Org Tree

1. Go to Admin Center tab then expand the Org Tree
by selecting the plus sign (+) beside an Org Unit in
your list.

2. Click the minus sign (-) beside an Org Unit to
collapse or hide subordinate Org Units.

3. Select an Org Unit name to view its Profile.

Searching for an Org Unit:

1. Click the Admin Center tab and then click Org
Management.

2. Inthe search box at the top of the Org Tree, begin
typing the name of the Org Unit you wish to locate.

3. Click on the Org Unit name once it appears in the
search results drop-down field.
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Basic Details

CERDEC ASD PO
Description:
CERDEC ASD Project : .
Office Org Unit Role Assignments
Agency: .
Roles Current Assignments
DLA
POC(s) Not Assigned (Oakey, Carrie acting)
Supervisor Turner, Paige
450 Certifier Mot Assigned (Teak, Anne acting)

Senior Legal Counsel  Not Assigned (Turner, Paige acting)
DAEO ALL Rolas, Sys_1450 X
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Adding New Org Units

Additional Org Units are only necessary when you need
different or separate groupings of Filers such as at the
beginning of the filing season when you may have new
Filers you need to group together.

1. Go to Admin Center | Org Management then select
the Org Unit in the Org Tree where the new Org Unit
will be added.

2. Click Add New Org and then type the appropriate
Name and Description for the new Org Unit.

Org Unit Name and Description

+ The Org Unit Name must be unique and should
accurately reflect the Org Unit of filers you
supervise.

+ Use the Description field to describe the Org Unit
further so you can easily distinguish the Org Unit
from others that may have a similar name.

3. When complete, click Save then OK to confirm the
addition of the new Org Unit.
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Org Management - Add New Org Unit
Instructions
Org Unit name must be unique and no longer than 20 alphanumeric characters.

Use the Description field to describe the Org Unit. Description is limited to 100 alpanumeric characters.

ADD BASIC DETAILS

Type the new Org Unit

Name and Description
Name:

CECOM-RDEC

Description:

‘ CECOm Research and Development Center] X ‘

ACTIONS

=) e
Org Unit Role Assignments

Roles Current Assignments
POC(s) Mot Assigned (Parent, Supervisor_1434 X acting)
Supervisor Not Assigned (Wvynd, Augusta X acting)

450 Certifier Mot Assigned (Raine, Misty X acting)
Senior Legal Counsel Not Assigned (DAEQ, Confidential X acting)
DAEO Mot Assigned (DAEQ, Confidential X acting)
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Editing an Org Unit

Editing an Org Unit allows you to change the Org Unit
Name and Description.

1. On the Org Unit Profile page, click Edit button in the
Org Profile Basic Details on the right.

2. Update the Org Unit Name and/or Description as
needed and then click Save.

Moving Org Units

Due to changes in your organization, you may need to
move an Org Unit. This may change the review chain.

1. On the Org Unit Profile page, click the Move button
in the Actions column of the Org Unit profile.

2. Select an Org Unit from the Org Tree that you want
the moving Org Unit to fall under and then click OK
to confirm.

+ At times, both Org Units, the one you are moving
and the Org Unit you are moving to, may have
existing review chain participant associations.
Choose from the list of legal reviewers.

Removing Org Units

Before you can delete an Org Unit, you will need to
move any associated Filers and Sub-Org units.

1. On the Org Unit Profile page, click on the button that
says Remove in the Actions section of the Org Unit
profile.

2. Click Ok to confirm.
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Assigning Org Members to an Org Unit

1.

Go to Admin Center | Org Management then select
the Org Unit in the Org Tree where the new Org
Member will be added.

Click the Org Unit Members tab.

Click the +Assign or Replace button to assign or
Replace someone as an Org Member.

Select the appropriate Agency Directory from the
drop-down list and then type the new Org Member’s
e-mail address in the e-mail field then click Search.

Select the individual whom you wish to add by
clicking the plus (+) sign beside their name.

Removing Org Members

Removing a review chain participant simply removes
their association to a selected Org Unit.

1.

Click the Remove button (X) next to the Org
Member you wish to remove and then click OK.

Editing Org Unit Members

1.

On the Org Unit Members page, click the +Assign
or Replace link to assign or replace someone as an
Org Member.

Search & Select

2.

Select the appropriate Agency Directory from the
drop-down list, type the new Org Member’s e-mail
address and then click Search.

In the search results list, select the individual whom
you wish to add by clicking the plus (+) sign beside
their name.
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Org Unit Members tab displays a list of
the Org Unit Review Chain and POCs.

My Orgs » TOP LEVEL ORG » F

Profile

Instructions

Click Replace ([#) to change the assigned Org Member.

Click Remove (% ) to Remove the assigned Org Member

Point of Contact (POC)

Org Unit Members

OM » CERDEC ASD » CERDEC ASD PO »

Org Management

Org Unit Filers History

CERDEC ASD PO

Agency Directory:

Name

Turner, Paige

" E-mail:
Name Status Remove
Dey, wind Assigned *
v, Windy o (53] | N —
First Name:

Status

Middle Name:
Assigned

450 Certifier

Name

Teak, Anne

i Search through your agency directory to
add or replace an Org Unit Member.

Q, Search for Supervisor

Army

) Click Add, Replace or Remove to )
update the Org Unit Members

Status

Acting

Senior Legal Counsel (SLC)

Name

Status

My Orgs » TOP LEVEL ORG » Confidential Filers » North East Region » North East 1

Instructions

Click Replace () to change the assigned Org

Member.

Click Remove (X ) to Remove the assigned Org

Member

Point of Contact (POC)

Name

Parent,
Supervisor_1434 X

Status

Acting

I_+Assign_.\

Name

winds, Gail X

Supervisor

Status

Assigned

()]

450 Certifier

Name

winds, Gail X

Status

Assigned

Profile Org Unit Members Org Unit Filers History

North East 1

Q, Search for POC x

Agency Directory:

Middle Name:

Show entries

In
FDM? E-mail
Yes A.Wynd@FDMSandbox.com

Showing 1 to 1 of 1 entries

DoD
E-mail:
Last Name: wynd
First Name: augusta

i
Last Name

wynd

First Name

Augusta

Middle Name

Phone

000-000-0000

“
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