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Manager Tasks Quick Reference Guide
Work Steps

The manager role screens (Manage Data Development, Manage Preliminary Map Production, and Manage Post-Prelim Map Production) appear at the beginning of these processes and are completed at the end, once all producer activities have been completed.  The purpose of the Manager screens is to allow the user to enter actual cost and schedule status information, as well monitors the progress of producer activities and associated QA activities for each task.  There are links available to view comments, validation results, and workflow history.  The Manager can enter the projected preliminary date or LFD date.  There is also an area where the Manager can enter various leverage contributions to the study.  The Manager task can be kept active up to 90 days after the last task of the relevant section has been completed, to enable the entering of final actual costs.  The Producer will be able to advance the workflow independent of the Manager.
Required Data (All critical to ensure accurate EV reporting)

· Task Specific Information

· Actual Start Date / End Date

· Cost to Date

· Percent Complete

· Projected Preliminary Date (Manage DD and Prelim)

· Projected LFD Date (Manage Post-Prelim)

· Leverage Information

· Quantity

· Type of leverage, contributing organization and Fiscal Year

Tips and Tricks
· After entering Schedule and Cost information, don’t forget to click Update Status.  This must be done at least monthly.

· Actual End Date will be disabled until certain workflow activities are completed for that task and area.  Actual Start Date must be entered in a timely manner in order to ensure accurate EV information.

· Percent Complete may not be able to be entered at 100% complete until certain activities (i.e. QA) are complete for that task.

· Projected Preliminary Date and Projected LFD Date are only editable until “Distribute” activities are completed.

· Don’t use the back button on your browser.  Utilize the blue back button in tool.
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