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Submitting Change Requests
All CRs and bug fixes are to be submitted through Change Control Working Group ECM Workflow.  A blank copy of the CCWG-CR form can be located in the Employee Library under the CCWG link. A completed CCWG-CR form must be attached to the folder in PAS for consideration and review.  The instructions below describe how to create and submit a CCWG folder.

1. To get to the CCWG ECM Module, please click on the ECM CCWG link at the bottom right of the PAS Home Screen
[image: ]
NOTE: If this is your first time in the ECM CCWG Module, please go to Personal Profiles and update your defaults. The defaults should be set to the groups shown in the screen shot below.  The instructions for changing defaults are below.
[image: ]
a. To change Folder Owner or any other group, select the elipsee button to the right
[image: ]
b. Then click, MORE
[image: ]
c. Then Click SHOW GROUPS/POSITIONS
[image: ]
d. Highlight Main Group and click select. 
[image: ]

The other groups should already be set to Main Group, if not then follow steps a-d.  Once you click select, you will be brought back to the default screen.  After you have finished making changes, please click save and then close.  

2.  Creating the CCWG folder (Be sure to prepare your CCWG form in advance)

	From the USDA-CCWG ECM home page select “Create Folder” (See Screen Shot below)   This Home screen looks almost identical to the PAS Home screen.  In order to determine or ensure you are in the CCWG Home Screen, the top left Title will be Enterprise Content Management. 
	[image: ]
	On the Create Folder page 
a. Click on the down arrow next to the “Category” field and choose the category “CCWG”
b. Then click the elipsee button next to “Processing Code” field and select CCWG code.  The screen shot below show the completed fields needed to create the CCWG folder.
[image: ]
(The “Create Folder” button does not work properly, so please have your CCWG form already prepared before creating the folder and follow the directions above.  Refer below to Section A for instructions on how to add documents to a folder you have created)

c. Click the “Create with Document” button.  
d. Then select Document Type – Change Request Form, insert a Document Title, select Route Folder for Data Entry to My Inbox, re-enter Processing Code if necessary, and add the form by browsing your folders for the saved location. 
e. Then Click the Create Folder button. 


    [image: ]
3. Completing Data Entry for the CCWG Folder
	After the folder has been created, go to your Inbox, find the folder created, and follow the      steps below.
[image: ]
a. Type in the Synopsis of the CR
b. Then add the related subjects for the CR by following the instructions below.
-Click the elipsee button next to the subject line
			-Then click GO, to get the subject drop down list
			-Then highlight all related subjects and click Select to add Subjects.  Once you have all the subjects added, click save.
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Once you are back on the folder screen, you will need to click the save button in order to save all changes.  If the processing code isn’t inserted, then the folder has not been submitted and no work can be done on the CR.  At this point, make a note of the control number associated with the change request folder.  You will be able to track the progress of your CR by searching the control # under the Find Folders and Documents option.
[image: ]
The final step to submit the CR is to click the Complete Task button!!!  Once you Complete the task, the workflow will be routed to the CCWG where work can begin on the CR. 











Other Tips and Tricks 


Section A. On the Folder screen 
· If you need the CCWG change request template, go to the Documents tab, choose “Doc Templates” 
· Select the CCWG form in the results box (If no form is in the results box, then select All My Libraries and search button to find the CCWG form)
· Then click Add To Folder 
· Verify that the “Document Type” field shows “Change Requests Form”
· Insert a “Document Title” 
· If you want to immediately open the document and complete it after adding the template, click the box next to “Check Out and Open”
· Choose “Store Document”
· Next Click Store Document
· Highlight the template in the folder’s Documents box 
· To fill out form, choose “Check Out and Open” 
· Choose “Check Out”
· Complete the form 
· Save an electronic copy of the form
· Close the form
· Choose “Check In”
· Click the “Browse” button beside the “File Location” field and select the electronic file for the completed change request form
· Click the “Check In” button
· If you need to add one or more documents to the folder (each CCWG folder must have at least one document, the completed CCWG change request) highlight the documents tab (right side), and choose the “Add Document” button.  

C. Adding a file saved on your computer to the folder using the Documents Tab
· Click Add Document
· Choose the appropriate document type (the first document should be a “Change Request Form”)
· Click on the “Browse” button beside the “File Location” field and select the electronic file for the document you want to add, which will populate this field with the path for your document
· Copy the document name from your file path and paste it into the “Document Title” field
· If you want to add multiple documents, click in the box next to “Add Multiple Documents” so the system will immediately redirect you back to this page to add another document.  Otherwise leave this box empty so the system will take you to the General Use Folder screen.
· Click the “Add Document” button

The CCWG represents the interests of P&SP by administering a structured procedure to evaluate CRs and facilitate implementation of those changes which enhance operational efficiency and effectiveness.	D-2
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