CASMIS User Guide

Program Management Module

4.4 Suspense Explorer
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The CASMIS Suspense Explorer helps organizations to better manage internal and external suspenses by allowing them to create, manage, and view personal and organizational suspenses.  A suspense Originator is the person that created the suspense, and the OPR or OCR POC is the person or organization assigned with the Suspense.  The icons displayed in the tree view for Overdue Suspenses are open red books, current Suspenses are open blue books, closed Suspenses are closed blue books, and Suspenses that you originate are red or blue, open or closed, and have a person icon on them. 

4.4.1.1 Viewing Suspenses
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CASMIS users who have been granted permission to the Suspense Explorer will be able to view the organization’s public suspenses.  A public suspense is any suspense that has been created where the suspense Originator has not restricted its view.  A suspense Originator can restrict the view so that only the POC is notified by email and has view access to the suspense within CASMIS.  Suspenses can be filtered to make finding a particular suspense easier.  You may view all suspenses, the suspenses you originate, suspenses that have been assigned to you and suspenses where you are the OPR or OCR.  You may include closed suspenses by selecting the Include Closed Suspenses check box to the right of the Suspense Explorer filter.

4.4.1.2 Adding a New Suspense

Selected users may add a root-level suspenses using the CASMIS Suspense Explorer.  A root-level suspense is a suspense that is not subordinate and is independent of any other suspense in CASMIS.  A root-level suspense will always have the top-level suspense number (automatically assigned by CASMIS) in a suspense que and will be shown as an ultimate parent in the Suspense Explorer Tree View.  Add a root-level suspense by right clicking in the Suspense Explorer Tree View, and select Add Root Level Suspense from the drop down menu to open the Suspense dialog box.  Complete the dialog box fields and select Save to add the suspense.  Once a suspense has been added, it may not be deleted from Suspense Explorer.  Incomplete or incorrect suspenses may be edited or closed. 

4.4.1.2.1 Completing the Root-Level Suspense Dialog Box

The Suspense dialog box in the CASMIS Suspense Explorer is where all suspense information is entered.  Below is a field-by-field description for completing the Suspense dialog box.  Required fileds are designated with bold type in Suspense Explorer and noted below by an asterick.   

· Select either the Public or Private radio button.  A Public suspense is available to all CASMIS users who have access to the CASMIS Suspense Explorer application.  Private suspenses are restricted to the Originator and the person to whom the suspense has been assigned, or the OPR/OCR POC or OPR/OCR Org.  

· Select the person you wish to assign the suspense to in the Due to Person* field by selecting an assignee from the drop down list.  If the assignee’s name is not in the drop down list, click on the Outside Person Starburst button and enter the assignee’s name and organization in the Add Person dialog box.  Selecting a name from the drop down list or completing the Add Person dialog box will automatically populate the Due to Organization field.  The Due [image: image3.png][ CASMIS - [Suspense Explorer - sries]
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to Person is frequently the person who is reposnsible for final coordination or final signature before Suspense materials leave the organization.

· Enter a suspense subject in the free-text Subject* field. Suspense subjects should be as descriptive as possible in order to assist the assignee and the originator in tracking the Suspense in the future.

· Select the priority for this suspense by selecting a priority from the drop down list in the Priority field.  Priorities will vary from organization to organization.  Contact your local administrator if your priority list is incorrect or needs updating.

· Select the OPR Organization from the drop down list in the OPR ORG*  field.  This field will be automatically populated if an OPR POC is selected.

· Select the OPR POC from the drop down list in the OPR POC field.  This list contains all active CASMIS users in your organization.  The list may be filtered by first selecting an OPR Organization.

· Enter the source of this suspense in the free-text Source field.

· Select the OCR Organization from the drop down list in the OCR  field.  This field will be automatically populated if an OCR POC is selected.

· Select the OCR POC from the drop down list in the OCR POC field.  This list contains all active CASMIS users in your organization.  The list may be filtered by  first selecting an OCR Organization.

· Select the location of the suspense from the Location drop down list.  Location selections and use varies from organization to organization.  Contact your local administrator to add, edit or delete Location selections and for specific instructions for your organization.

· Select the status of the suspense from the drop down list in the Status* field.  Suspense status may vary from organization to organization, with the exception of the Closed status.  Contact your local administrator to add, edit or delete status selections.  Selecting a status of Closed will close the suspense if all sub-suspenses have been closed.

· Select the Approval Authority for this Suspense by selecting the name, office, or other Approval Authority from the drop down list in the Approval Authority field.  Approval Authority will vary from organization to organization. Contact your administrator to add, edit or delete Approval Authority selections and for specific instructions for your organization. 

· Use the CASMIS Date Picker Calendar to select the date that this Suspense was originated, the date it was received by your organization, and the date that it is due.  The Assigned date and Closed date are automatically populated by CASMIS and cannot be changed using the Date Picker Calendar.

The History section lists the date, time, who, and the comments entered in the Comments, Request Extension, and Closing dialog boxes and cannot be changed.  The purpose of the History section is to create a time stamp log of all activity associated with this suspense.  The Hours to Close and Actions Taken are added when a Suspense is Closed. Sub-Suspenses are listed in the Sub-suspenses section and cannot be changed.  This section is only populated when there is an exsisting sub-suspense.  You should complete as many fields as possible in the Suspense dialog box; however, the following fields are always required: Due to Person, Subject, OPR, Status, and Due Date. Click on the Save button to add a Suspense in Suspense Explorer.

4.4.1.3 Adding a Sub-Suspense

A sub-suspense is a suspense that is subordinate to an existing suspense in CASMIS.  The purpose of a sub-suspense is to help suspense originators and assignees recognize dependencies or bottle necks that are preventing the root-level suspense from being completed on time.  A sub-suspense will always have a subordinate number in the Suspense que and will be shown under the ultimate parent in the Suspense Explorer Tree View.  Add a sub-suspense by selecting its parent in the Suspense Explorer Tree View, right clicking on it, and selecting Add Sub-suspense from the drop down menu.  Sub-suspenses can also be added by clicking the Create Sub button on a Suspense dialog box.  Complete the Suspense dialog box fields and select Save to add the sub-suspense.  Once a sub-suspense has been added, it may not be deleted from the Suspense Explorer.  Incomplete or incorrect sub-suspenses may be edited or closed.
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Adding and Deleting Attachments

Add an Attachment to a Suspense by selecting the View Attachments button and clicking on the Open Folder icon to select a document from the Add File Attachment dialog box. Delete an Attachment by selecting it in the View Attachments dialog box and clicking on the Delete File icon.

4.4.1.5 A Suspense Extension

Request an Extension for the current Suspense by selecting the Extension button, selecting a new Suspense Due Date using the CASMIS Date Picker Calendar, and entering a reason for the extension.  Your request will automatically generate an email to the suspense Originator for consideration.  The Originator can accept the extension by changing the Due Date, which will send a return notification by email that the request has been accepted. Declined requests will need to be manually rejected via email or telephone.
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Closing a Suspense

Close a Suspense by changing the Suspense Status to Closed and clicking on the Save button to open the Close Suspense dialog box.  Enter the number of hours it took to complete the suspense or sub-suspense in the Hours to Close field and enter a summary of the actions taken to complete the suspense in the Actions Taken field.
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Enter the reason for the extension in the Request Extension dialog box








4.4-8
[image: image7.png]Financia

Program

ncose Exolo ANNON JEAN e x|
EREErersoerse =
Suspense © Publc  Pivale ]
Oiinator [EANNGNJEAN 9 Due to Person: [Nore> - |
Change Diina OutsiePson~
e
Subiect; Dueto O B
Py [<None> =] 0PR 0ig:[one> ] oPR Poc: = o
Souce: OCR Oig. [<None> ~]ocRPac: =l
o cton Requied Connent

Location

[<Nore> |

O e — |
brproval
o o> I~ = £
Issue Rec'd AssiedDate Due ClosedDate: 5]
DL | R | L | L | e | Vi
ity &
TSt [Who | Conment
Hours To Cose: b
Sub Suspenses:
Su] OPF ORG [GPRPOE [Subel _[Staws_ [Dsle _ [DaieDue
e o | e | Ewenson | View Atachmens| §
[T S
Syt Adriistaion g
£
[T1/15/2001
Astart || 1] @ =1 > D By || Blimbox-mi..| ByReataned...| giTrackaeca...| Ecasmis- .| Bsection....| [@E  1o1pm






