

Review/Approval:  Access: Obligation/Award

1. Click Review/Approval on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Ready for Award
6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

	Click Obligation/Award under the Review and Approval menu item on the Main Menu.
	You will receive a message stating “DOL certification has been marked N/A for this Amendment.  If this is correct press OK to continue.  IF not please go to review/concur dates window and update the DOL information prior to obligation”
	Yes/No (if no, describe result)

	Click OK on the message
	You Obligation screen will open and there will be three tabs.  The screen will be defaulted to the Summary tab

NOTE:  There are no editable fields on this tab
	

	Click the Obligations tab
	The obligations screen will appear
	

	Click on the drop down menu next to the Project field and choose amendment
	The obligation information for your amendment should appear
	

	Click on the drop down menu next to the Project field and choose amendment
	The obligation information for your project should appear

NOTE: there are no other editable fields on this tab
	

	Click the award tab
	The Agreement will appear and your name will be populated at the bottom of the screen in the box beside officials name and your title should populate in the box beside the title field.

NOTE:  If your type in the wrong pin number you will receive an error message stating “invalid pin” Click the x and you will be returned to the Project Query Results page
	

	Click in the box beside the Pin field and type in your pin number and press the tab key
	The Award button will be selected
	

	Press the Award button
	You will receive a message stating “Project Number…….. has been successfully Obligated and awarded.  This project is now ready for execution.”
	

	Click OK
	You will be returned to Project Query results screen
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