CASMIS User Guide

Additional Duties

6.9 Additional Duties Explorer

The Additional Duties Explorer was designed to be an easy and efficient way to manage an organization’s Additional Duty assignments.  Features such as user email notification and easy access to assignments, descriptions, and other essential information simplifies duty tracking.  Furthermore, the Additional Duties Monitor also has the benefit of integrated email to notify them of changes, minimizing the efforts of the organization’s Additional Duty Monitor.  CASMIS administrators and the Additional Duty Monitor have the ability to add, edit, and delete duties and assign them to active CASMIS users.

6.1.1 Adding an Additional Duty

Add an Additional Duty by right clicking in the Additional Duty Tree View and selecting Add New Duties from the drop down menu to open the Additional Duties dialog box. Complete the Additional Duty Name and Description fields and select OK to add the new Additional Duty to the Tree View List.  Creating a new Add Additional Duty does not assign the duty to a CASMIS user; duties must be assigned.  Assign a duty by selecting it in the Tree View and completing the Additional Duty Name and Description fields (if required) and select a primary, first alternate, and second alternate user for the duty.  Change the assignment dates using the CASMIS Drop Down Calendar if the duty is not being assigned on the current date.  Associate this duty with the Additional Duty Monitor if applicable.  Associating a duty as the Additional Duty Monitor grants the assigned person Additional Duty privileges.

6.1.2 Editing an Additional Duty

Edit an Additional Duty by selecting it in the Tree View and making required changes to the Additional Duty Name and Description fields and select a new primary, first alternate, or second alternate user for the duty.  Change the assignment dates using the CASMIS Drop Down Calendar if the assignment date is not on the current date.  Associate this duty with the Additional Duty Monitor if applicable.

6.1.3 Deleting an Additional Duty
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Delete an Additional Duty by right clicking on it in the Tree View and selecting Delete Additional Duty from the drop down menu.  Additional Duties deleted in error cannot be restored.  They must be re-entered as a new duty and duty assignments made.  Deleting an Additional Duty will release those assigned as primaries or alternates from this duty’s responsibilities.

6.1.4 Establishing an Additional Duty Monitor

Each organization should select one Additional Duty Monitor.  The Additional Duty Monitor’s responsibilities include adding, editing, and deleting duties and assigning duties.  The Additional Duty Monitor duty is assigned by checking the Associate this Duty as Duty Monitor check box.  A unique icon in the Duty Monitor Explorer Tree View designates the duty as the Additional Duty Monitor.  Only one Duty can be associated as the Duty Monitor.  All Administrators will receive email generated by the Additional Duty Explorer application if the Duty Monitor duty has not been assigned. 




































































































Complete the Add Additional Duty dialog box to create the new Duty Name and Description





Select Add New Duties from the drop down menu to add an Additional Duty
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