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RUNNING THE NIH REGISTRATIONS NEEDING

APPROVAL REPORT

This QRG will guide approvers through the task of running the NIH Registrations
Needing Approval report. This report allows you to easily view key information,
such as the CAN, for any orders pending your approval. All registrations pending
approval are listed in this report, regardless of whether or not your approval point
has been reached in the approval chain.

The report also allows you to view another approver’s pending approvals, so you
can take action on behalf of someone who would normally be unable to make the
approval themselves.

When one of your team members is added to an order needing approval, you will
receive an email notification from the LMS stating that there is a registration
pending your approval.

1. Log on to the LMS.

2. Selectthe My Team icon. My

Team
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Figure 1 — My Team icon
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3. Select the Reports link on the bottom left of the page.
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I We are very excited to welcome you to the new 7.2 version of the HHS Learning

Portal!

The following video showes the proper placement of a CAM number within an order.
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Figure 2 — Reports link

4. Enter NIH Registrations in the Name field and select the Search button.

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover over the Actions

Name link for options).
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Figure 3 — Name field and Search button
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5. In the Reports table, select the Actions link for the NIH Registrations
Needing Approval report.

Reports
Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover over the Actions

link for options).

MName MIH Registrations Category -Select One- -
—

®

Report Template

Configure | Save Search Query Actions

Search
L~ link

Print | Export | Modify Table

Reports
Name Report Template  Description Engine Type Actions
This report shows the pending
NIH registrations that need the
Registrations MIH Registrations current users approval as a Managed Actions
Needing Meeding Approval Manager, Alternate Manager Report o
Approval andfor Additional Approver on
Orders.

Figure 4 — Actions link

6. Select the Execute from the Actions activity menu.

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover over the Actions Execute

link for options). / link

MName MIH Registrations Category  -Select One- -
&

&

Report Template

Configure | Save Search Query E
Search Actions
Email
Reports Print | Export | Modify T ;x:m?b
ubscriog
Name Report Template Description Engine Type Acti
This report shows the pending
MIH registrations that need the
Registrations MIH Registrations current users approval as a Managed Actions
Meeding Meeding Appraval Manager, Alternate Manager Report -
Approval andfor Additional Approver on
Orders.

Figure 5 — Execute link on the Actions activity menu
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Do NOT
generate
my
pending
approvals
list
checkbox

7.

To generate the list of your own pending approvals, select the Generate
Report button.

Report Parameters - NIH Registrations Needing Approval

Do NOT generate my pending 0
approvals list

&

Approver Mame

Generate Report Cancel

Generate

Report
4 button

Figure 6 — Generate Report button

8. To generate the list of another approver’s pending approvals, select the Do

NOT generate my pending approvals list checkmark and then select the
Approver Name pick icon.

\

Report Parameters - NIH Registrations Needing Approval

Do NOT generate my peETT: [ /
(€

approvals list

Approver Mame

Generate Report Cancel

Approver
Name pick
icon

Figure 7 — Do NOT generate my pending approvals list checkbox and Approver

Name pick icon
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9. Enter the first and last name of the other approver in the First Name and
Last Name fields and select the Search button.

Last Name Search Person, Internal
field \ First Name

Supervisors: you can easily display all of your staff by entering your login ID into the "Manager™ field, clicking field
e Magnifying Glass graphic, and then clicking the "Search™ button. / e

Population® Internal ﬂ First Name | |

Last Name | | Person ID | |

Usemame | | Manager | ||E|.

Organization | ||E|. Location | ||E|.

Domain | ||E|. Person Type -Select One- [v] Search

Security Roles -Select One- [v] Terminated After I:I @ / button
Terminated Before I:I Include All Subarganizations [ /

Search

&

Figure 8 — First Name and Last Name fields and Search button
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Select
checkbox

10. Select the checkbox for the name of the other approver.

Search Person, Internal
Supervisors: you can easily display all of your staff by entering your login ID into the "Manager” field, clicking the
Magnifying Glass graphic, and then clicking the "Search" button.
Population® Internal ﬂ First Name nih
Domain |:|IE’I Person Type -Select One- [v]
Security Roles -Select One- ﬂ Terminated After |:| @
Terminated Before |:| L@ Include All Suborganizations [
Search
People Print | Export
Showing 1 out of 1 results
&ect First Name Last Name Username Person Type PersonID Organization Location Manager
g MNIH ALTERNATEMANAGER NIHALTERMATEMAMNAGER 00300457  HMAMG

Figure 9 — Select checkbox

11.Select the Generate Report button.

Report Parameters - NIH Registrations Needing Approval

Do MOT generate my pending
approvals list

Approver Name NIHALTERNATEMANAGER &
Generate Report Cancel

/

Figure 10 — Generate Report button

12.Review the information included in the report to determine accuracy, paying
particular attention to the CAN to ensure the proper obligation of funds. Any

orders without a CAN will display as N/A.

NOTE: Refer to LMS QRG TS73-S: Review/Add CAN on an order—Manager

or Alternate Manager or TS74-A: Review/Add CAN on an order-AAQO to
modify a CAN if necessary.
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http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS73-S_AddReviewACANOnAnOrder--ManagerAltManager.pdf
http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS73-S_AddReviewACANOnAnOrder--ManagerAltManager.pdf
http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS74-A_AddReviewACANOnAnOrder--AAO.pdf

13.To continue the process and approve the order, refer to the following LMS
QRGs, depending on your role in the approval chain:

e TS75-S: Approve Orders—Manager
e TS76-S: Approve Orders—Alternate Manager
e TS71-A: Approving Orders—AAQO

14.To print the report, select the Print this report icon.

@ S| 79 croupTree [ Jn - #
N Report
Print Date 2124/2016
Registrations Needing Approval m)
P r | n t Do NOT generate my pending approvals list: ~ Checked
t h | S Approver Name: NIHALTERNATEMANAGER
report
I C O n START PRICE PAYROLL PENDING
DATE APPROVAL
Nt BY

Figure 11 — Print this report icon

15. Select the Export button on the Print to PDF message box.

Print to PDF o

FPage Range:
(@) All Pages

—

() Select Pages
From: | To :|

(7) Print to PDF: E:J(ﬁg:‘lt

The viewer must export to PDF to print
Choose the Print oplion from the PDF reader
application once the document is opened.
Mote: You must have a PDF reader installed to
print. {eg. Adobe Reader)

U

Figure 12 — Export button

TS77-S: Running the Registrations Needing Approval Report
February 2016 Page 7 of 8


http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS75-S_ApprovingOrders--Manager.pdf
http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS76-S_ApprovingOrders--Alternate%20Manager.pdf
http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS71-S_ApprovingOrders--AAO.pdf

16.Depending on the amount of data in the report, it could take up to five minutes
for the LMS to export the report data into a pdf file. A notification bar will
display at the bottom of the screen in the Internet Explorer browser when the

pdf has been created. Select the Open button on the notification bar to open Open
the pdf file in Adobe Reader/Acrobat. / button
—
Do you want to open or save CrystalViewer.pdf from Ims.learning.hhs.gov? Open Save hd Cancel

Figure 13 - Open button

17.Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please submit a helpdesk ticket
at: http://intrahr.od.nih.gov/helpdeskform.htm
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