Requirements Approval Document (RAD) Web Application
User Quick Start Notes (or How do I …?)
URL: https://afmc-xr.wpafb.af.mil/Services/  If this link does not work, check your Internet Explorer settings are as listed at the end of this document.
Training/Practice  Site:  
https://afmc-xr.wpafb.af.mil/Staging/Services/   is used for development testing and training.  (Data is overwritten every night.)  Please do not experiment in the production site.  Use the Training site to play with the application to see how it works.  When in the training system a RED bar with the words “Training Environment” is shown.  In the Help menu and on the home page is a link from the training environment to the production environment, and vice versa.  NOTE: In the training site, NO E-MAILS ARE SENT to prevent spamming the approval chain. 
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Initial logon:  The system should recognize a new user from their CAC Card.  To assist the process of identifying a new user, when prompted for your CAC Card, select your EMAIL Certificate.  (When returning to the system, either certificate should work.)  If your CAC card does not have your current e-mail address, the system will prompt for you to type it in so the system can find you in the Global Address Book.  If that does not work, contact you organization’s administrator – see list.  
Context Sensitive Help:  Throughout the application you will see either a help icon 

 or a linked field name.  When you click on the icon or field name, a popup window will display definitions and help for that field.  The help is divided into three sections.  The first section lists the rules and help appropriate for all RADs.  The second section lists the special instructions for RADs at your center (if any).  The last section lists the special instructions for RADs at your wing (if any).  Use the context sensitive help to answer the common questions asked about the data being collected for each RAD. 
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 Home page:  You should see a page with your name and a listing of all RADs you are Author, Coordinator, Approver, or Delegate.   You will also see the RADs for any organization where you have been granted read-only access.  The RADs are sorted by the status icons shown below the menu bar (grey) with those requiring your action first.   (Click the legend link for more information on the icons) Administrators see the RADs for their organization.  Click on the name of the RAD to edit its data.  If you cannot edit a RAD its title will be grey.  Click “Approvals” to approve/coordinate a RAD or, if you are the author, start the approvals process.  To view or print one or more RADs in a single document, click the check box(s) for the RAD(s) and then click “View Checked RADs.”  Click the PDF icon [image: image2.emf]

 to download a pdf version of the RAD document.  To sort by the columns, click the column header.  If you have a large list of RADs and need to search for one or more, a ‘Find RAD’ function allows you to search for RADs by RAD number, RAD name keywords, RAD field keywords, or Organization.  See the help 

 for more filtering details.
[image: image11.emf]

Set Up Delegates:  The system is CAC card driven, so only you, your delegates, or an administrator can edit a RAD you created.  So the first thing to do is set up Delegates for yourself so someone else can act for you if you are not available.   If your role is coordinator or approver, delegates can coordinate or approve for you if allowed, or record your approval in the system.  Click “My Info” at the top right of any page to view and edit your own information.  Correct any incorrect information then add at least one delegate using the ‘Add Delegate’ text box at the bottom of the page.  If you are a contractor, your delegate must be the government person who you are acting for in the system.  After you type in four letters from a delegate’s email address or Outlook display name, the system will begin displaying names that match those letters.  When you see the person you are looking for, click their displayed name or email address to assign them as you Delegate.   If the person you are looking for is not in the list, your administrator can add someone manually - see list.   Note: A contractor can be a delegate only for another contractor.  You may delete a delegate at any time by clicking “Delete” next to the delegate’s name.

You may change or delete your e-mail address once a delegate has been entered.  You may also send mail to more than one e-mail address by entering more than one email address separated by semicolons.  This is useful when you want mail sent to you as well as a workflow address.   
When Do I need a New RAD?  A new RAD is required when considering a new contract or follow-on contract for services.  A new RAD IS NOT required when changing an existing contract/task-order supporting an approved RAD.  In that case the approved RAD is unlocked and revised (see unlocking a RAD below) to reflect needed changes and then reapproved.  The only reasons an approved RAD is unlocked is for option-year approvals (if locally required) and if the actual contract dollars exceeds the approved RAD estimate by more than 10%.
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Add a New RAD:  Click the “Add New RAD” link on the home page to create a new Blank RAD.  Be sure to fill out the RAD name (using the context sensitive help) and wing before saving the RAD by clicking the ‘Save” button.  If you want to abandon the new RAD, click ‘Cancel’ or ‘Delete’ otherwise you will see the incomplete Blank RAD on the home page.  Attached documents can be uploaded as necessary for local purposes.  Use the “Browse” button to find the document on your system or network drives.  Until all fields on this page are filled out, the author will be unable to start the approvals process.  The Center and Wing are the organizations whose default approvals will be used.  Center is filled in automatically when Wing is selected.
Deleting a RAD:   Click the ‘Delete’ button on the RAD Edit page (above) to delete the RAD.  All data will be lost.  An inactive RAD (30 days +) can be deleted by any administrator.  After a RAD has entered approvals, only an administrator can restore the delete button by removing (Blanking) ALL existing approvals.  Contact your Wing or Center administrator - see list.
Copy an existing RAD:  First you must know the wing and RAD number of the RAD you wish to copy.  Click the “Add New RAD” link on the home page, provide any RAD name (it will be copied over) and then select the wing [image: image13.emf]

whose RAD you wish to copy.  A pull-down with that wing’s RADs will appear.  Select the RAD ID you wish to copy.  After confirming your desire to copy the RAD, all appropriate data from the existing RAD will be copied to the new RAD.  Contractors CANNOT copy a RAD.  After a contractor creates a blank RAD,  his government delegate can copy the RAD for him.
Set Up Approval/Coordination levels:   The Approvals/Coordination button takes you to the Approvals assignment page where approvals/coordinations before the wing level are entered.  Command, Center, and Wing default approvals will be added automatically (if the Wing field in the RAD is filled in) and can be viewed by clicking ‘View All Approvals/Coordinations’ on this page. Your name should already be entered as the owner\author.  Do not assign this to another individual unless you intend for that individual to finish editing [image: image14.emf]

the RAD.  ONLY the author assigned here and his/her delegates can edit a RAD.  If you assign someone else as author, you may no longer be able to see the RAD in the database.  It is the author’s responsibility to insure all locally required approvals before the wing level are set up correctly.  The ‘Requiring Activity Approval’ level is mandatory and may be the same as the author if allowed by the local process.  Other instructions are on the page.

Enter Required Skills ($s, CMEs …) Data:  On the RAD edit page clicking the “Enter Required Skills Data [image: image15.emf]

(PEC, EEIC, $))” button allows you to add the detail of what services are required as well as the Contract Man-year Equivalent (CME) and funding information.
The first step would be to add a service row by clicking the “Insert New Service Row” link where you specify the Service, Officer or Enlisted AFSC equivalent, Civilian Grade equivalent, Appropriation (APPN), PEC, EEIC, and an optional “Local Tag.”  The data is your best guess of the levels of responsibility and source of funding at the time the requirement is being defined.  (Note: AFSC and Grade are required only for A&AS services.) The list of EEICs is limited to those EEICs appropriate for the service specified.  The full list of Services, their definitions and allowed EEICs is listed in a document available from the “Help” menu on the top of every page.  When finished, click “Insert” to save your data, or “Cancel” to abandon the insert.

After you have inserted all the service rows necessary to define your requirement, you can add CME and Cost data for each row for each fiscal year (FY) you have requirements.  First select the Service row to view/edit the fiscal Year data for that row.   The selected row is always highlighted in yellow.  The selected row’s FY data will be displayed below the services list, also in yellow.  Click “Add FY” link to add to a row’s data.  Click “Edit” for any row to change the FY data.  CMEs can be in decimal and are only mandatory for A&AS services and RADs being approved above wing level.  Dollars ($) must be in whole thousands with no decimals, comas, or dollar sign.  Be sure to click “Update” to save any changes.  At any time if you click “View Data as Excel” to view the RAD data and see all rows together.   When you view the RAD as a document, the Required Skills summary below is produced.
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Note:  This report ignores the local tag field and rolls together like data, so the first three service rows in the example above are rolled together in the detail report.  The Excel version shows all rows.
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Starting the Approvals/Coordination Process:  When the viewed/PDF RAD document is completed to the author’s satisfaction, the author or one of his delegates can start the approvals/coordination process by going to the Approvals page.  If information is missing from the RAD or the approval levels are not complete, you will be unable to start the approvals process.   Warnings should also be corrected or explained in the description.   Use the provided links to fix the problems.  Starting the approvals process is accomplished by clicking “Approvals” on the home page, or by selecting “Pending Approvals” from the “RAD - xxxx” menu at the top of any RAD page.   The page shows the status of the approvals process with any comments if any.  An edit icon [image: image5.png]


 appears wherever you have permissions as a primary approver, delegate, or administrator to accomplish an approval.   When you click the icon, a panel will open allowing you to supply or change the approval.

[image: image6.emf]


[image: image7.emf]



The next level of Approval or Coordination (and their delegates) will automatically receive e-mails asking for their coordination or approval.  The e-mail contains a link to the printable RAD as well as a direct link to the approvals page.  As the process proceeds, the author receives e-mails indicating the approval/coordination occurred.  Anyone involved with a RAD can monitor its status by returning to the Approvals page (directly or through the home page).  If a “Return for Rework” occurs, the author receives an e-mail explaining how to handle that circumstance.

When final approval or disapproval occurs, the RAD is locked and cannot be changed even by an administrator.  Approved/Disapproved RADs are automatically converted to PDF and are available for filing.

Removing a RAD from Coordination/Approvals for Revision:  When a RAD enters coordination by the Author marking it “Ready for Approvals” it is locked from editing.  It cannot be edited (with some exceptions for administrators) and the approval levels are also locked.  An administrator can blank the Author’s “Ready for Approvals” to unlock the RAD allowing full edit capabilities and resetting the approval levels.  The RAD will also be unlocked when an approver/coordinator marks the RAD Returned-for-Rework or Non-Concur.  After corrections are made, the author can restart the approvals process by again marking it “Ready for Approvals” (to start over) or “Rework Complete” (to pick up where in the approvals where it was).  When returning a RAD to approvals, the author must add comments explaining the changes made.
Deleting a RAD in Approvals: Normally, the Author can click the ‘Delete’ button on the RAD Edit page to delete the RAD.  In that case, all data will be lost.  After a RAD has entered approvals, the RAD is locked and only an administrator can restore the delete button by removing (blanking) ALL existing approvals.  Unlike “Removing a RAD from Coordination/Approvals for Revision” listed above that allows the Author to edit the RAD, to delete it ALL approvals must be removed.  Since a Wing administrator cannot blank center level or higher approvals, a center or HQ AFMC administrator may have to accomplish this task.  See list.  See also ‘Inactive RADs’ below.

Unlocking an Approved RAD for Revision: An approved RAD should be unlocked and revised for the life of the underlying contract.  If the contract must be changed causing the RAD dollar estimate to be more than 10% off, then the RAD must be unlocked, revised, and reapproved.  The RAD should be unlocked any time re-approval is required as long as a new contract is not expected.  Any administrator can unlock a RAD, returning it to the author for revision by clicking the check mark next to the RAD name on the home page.  The author will then get an e-mail describing the unlock process, explaining the needed changes (from the administrator’s comments) similar to the e-mail sent when a RAD is returned for rework.  When unlocked, a copy of the RAD as it was before the unlock is permanently attached to the RAD for historical purposes.
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Inactive RADs:   When a RAD goes over 30 days without any activity (no editing, file attachment adds or deletions, or approval activity) it will be marked on the home page with a red question mark[image: image8.emf]

.   Hovering the cursor over the question mark will show the days inactive and the next approver, if any.  Clicking the question mark will bring up more detail, and an explanation of the problem.  RADs in this system should be progressing toward final approval or should be deleted.   Inactive RADs cause the system to generate E-Mails, first to the author, then to the wing and center administrators, and finally to HQ administrators for deletion consideration.  Whenever a RAD is marked inactive, the delete button is available on the RAD Edit page allowing deletion of the RAD regardless of coordination status.
"Watched" RAD Function:  As a RAD moves through the approval process the system sends out emails at each stage of approval.  The Author and his delegates are the only people who see ALL these e-mails.  Neither administrators nor approvers/coordinators see them all.  The watch function allows anyone who has at least read-only access to a RAD to sign up to receive ALL the e-mails for that RAD.  An example usage would be for center POCs to keep track of RADs being approved at HQ AFMC or higher.  When a RAD is approved at the Center/CC level, the POC would turn on the watch function for that RAD.  The POC would then receive e-mails at each stage of approval including the RAD final approval/disapproval.  If not turned off, the POC would also get an e-mail if the RAD were unlocked.  A red ‘eye’ icon means this RAD is not being watched by you.  Click the icon to turn the watch function on.  A green ‘eye’ icon means this RAD is being watched by you.  Click this icon to turn the watch function off.

Reports:   Under the menu bar item “My RADs” are several excel reports that should be useful to all.  They provide data on all the RADs visible to a user on the home page.  In the case of an administrator, filtering for a center or wing will also filter the reports.  

The first two reports export all the data for a RAD, except the large text fields, to excel format.  The summary report show only one line per RAD with the CME and $ data added together by FY.  The detailed report shows all PEC, EEIC, and Service data as it was entered resulting in multiple lines per RAD.
The “Coordination Status” report allows tracking of the RADs through coordination and calculates Total-Days-In-Coordination.  This report is useful in monitoring and improving the processes used for RADs locally.

For all excel reports, if the file does not display correctly, follow the ‘Excel Export Help’ directions under Help or My RADs.
Note: IT IS THE REQUIRING ACTIVITY’S RESPONSIBILITY TO FILE ELECTRONICALLY (OR ON PAPER) THIS APPROVAL DOCUMENT IN THEIR RECORDS MANAGEMENT SYSTEM.  
Internet Explorer (IE) Settings:  To access the RAD system, your IE settings need to be as follows:

In any IE window, select Tools, then Internet Options.  Select the Advanced tab and scroll to the bottom of the window.  Use-SSL-2.0 and Use-TLS-1.0 should be checked and Use-TLS-1.1 should be unchecked.  Other checkboxes do not need to be changed.  Click OK then close all IE windows.  The URL to test is https://afmc-xr.wpafb.af.mil/Services/  

