
[bookmark: _GoBack]Enforcement Workflow


Click on your Home Tab to find task items named DO/LAA FER Approval. You have the ability to filter your home tasks by choosing Workflow Type: Enforcement, and Workflow Name: Enforcement Action Request. Click .

In the To Do section below, click on the hyperlinked task id#  for the enforcement case you want to review. This will take you directly to the enforcement detail page.
	CO Staff Tasks
	Legal Tasks

	CO & Legal Review (Enf Committee)
CO Staff Draft Documents
CO Staff Finalize Documents
Issuance
Create Milestones
F&O Issuance
Awaiting Final Compliance
Enforcement Without Milestone
	
Negotiations (Legal)
Final F&O Sign Off
AGO Referral




Alternate Navigation Routes: 
Under the task profile section, click on task name (example ‘CO & Legal Review’)  link.





This will take you to the Task Profile page. From here, you can either click on the enforcement id or enforcement case button to take you to the case detail page. 

Update case detail page with required information in order to complete your specific workflow task.  
Once you’ve chosen to complete your specific task, click  at middle of the page. This takes you to the Task Profile page to complete the workflow steps. 





Under task profile, click  to complete your workflow step. 
  

IMPORTANT NOTE: 
In order to complete certain workflow tasks, Stars2 will perform a QA check for certain items to be present (attachment types, actions, milestones). Additionally, you may be presented with radio buttons on the task profile page that must be answered in order for completion to occur. Saying ‘NO’ at any step will cancel the workflow for this enforcement case. When enforcement is opened by EAR, the corresponding workflow is created. The workflow will be cancelled if the corresponding action is deleted.






How to Refer a Task:
If you want to stop the clock on any task that is assigned to yourself, you can refer that task. 
From you Home Tab ToDo list, Click on the task name hyperlink.

At the top left you should see ‘referral’. Click on ‘Referral’.  You then need to choose Referral Type, and the date that the task should come OFF the referral and back ONTO your ToDo list.  The number of days that the task is in the referred state will not count toward warning/late status for that task.

Task Duration Days & Jeopardy Days
	New Task Name
	Duration (Days)
	Jeopardy
(Days)

	DO/LAA Case Approval
	5
	3

	CO Case Assignment
	5
	3

	CO & Legal Review (Enf Committee)
	21
	14

	CO Staff Draft Documents
	30
	14

	DO/LAA Review
	7
	4

	Legal Review
	7
	4

	CO Staff Finalize Documents
	7
	4

	CO Signoff
	5
	2

	Send Proposed Documents
	5
	2

	Negotiations (Legal)
	180
	120

	AGO Referral
	5
	2

	Final F&O Sign Off
	5
	2

	Issuance
	2
	1

	F&O Issuance
	2
	1

	Create Milestones
	5
	3

	Enforcement Without Milestone
	60
	45

	Awaiting Final Compliance
	60
	45

	Enforcement Close
	60
	45

	
	
	

	
	
	

	* Refer to AGO
	60
	45

	* AGO Resolve Case
	180
	90
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