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1 Request for approval

1.1 Lab enters his scope (=list of parameter / matrix combinations)

Step 1 : log in as a lab member
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Step 2 : Choose the option to edit the library :

[image: image2.png]tracting





Step 3 : Enter new combinations
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Remarks :

1. Fields already selected in the filter criteria are always in-editable in the table
2. Once a line assigned to a dossier (in order to be approved by coordinators), only a limited number of items can be modified : # samples/month, price, duration & comment lab. Only the coordinators can ‘free’ a line that was previously requested, thus allowing the lab to make corrections.
3. Newly entered lines can be modified completely.
1.2 Lab creates file/dossier

In a dossier, the lab collects all pa/matrix combinations for which he wants to ask for an approval.

Step 1 : Log in as a lab member 

Step 2 : Choose the option to request approval for a set of pa/matrix combinations 
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Step 3 : Indicate the combinations for which you want to request the approval :
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Hint : ask for only the combinations that where not requested before, to limit the list !!!
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Step 4 : request the rows you want, and save the lines. 
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Hint 2 : reduce the number of lines to be requested as much as possible ! Eg above : Level1 = Food
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Above Level1 = ‘sampling of animals’

Remark : explanation of above screen:

1. All lines have a request = unchecked, except for the line 3287 which is the line we just checked on as we wanna ask for approval. After save / refresh of the above screen, it looks like (because in the filter we only ask to see these lines with request = unchecked the line 3287 as we checked it on) :
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2. Some of the lines have their flag ‘Requested’ switched on, some have not.
a. 3292 : is never requested before, does not belong to a ‘dossier’, so modifications allowed
b. 198 : is requested before (belongs to dossier nr 202, which was requested to FAVV on 27/2/2010). The coordinator already interpreted this dossier, and did not ‘Approve’ the line. The status remains ‘Not Recognized’, the user can modify the line again, and can re-request the same (corrected) line in a new ‘dossier’.
c. All other lines are requested before, and cannot be requested anymore. Until the final ‘interpretation’ of the coordinator, these lines are ‘under interpretation’ and cannot be modified by the lab. As soon as the coordinator interpretes, he can approve the lines or he can refuse the approval. These lines for which an approval is granted, cannot be modified anymore by the lab, these lines that are not approved can be re-requested by the lab after correction.
Step 5 : Send the request for approval to the coordinator, thus creating a new dossier
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Step5a : use the button ‘Files to request’ to automatically get a list of combinations that are ready to be requested.

Step 5b : use the button ‘Request’ to finally send the request to the coordinator, thus creating a new ‘dossier’. After pressing the button the above screen changes to (blocking all further input for the lab until the coordinator enters his final conclusion)
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Actions : 

1. Request = checked changes tot unchecked, and flag ‘Requested’ becomes checked.
2. Request date and dossier number are filled in automatically. An email is sent to the coordinator indicating that a new ‘interpretation’ is requested.
1.3 Evaluation of a dossier by coordinators DG Labo 

The coordinator evaluates the contents of a complete ‘dossier’. 

Step 1 : Log in as a coordinator (not as a lab member !!!)
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Step 2 : choose the option to interprete the dossier
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Step 3 : open the dossier (nr is mentioned in the email) or choose the dossier from the list of ‘open’ dossier.
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3a : click on the open files button, this populates the drop down list

3b : choose a dossier from the list of open ‘dossier’

Step 4 : after a dossier is chosen, it can be interpreted by the coordinator
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4a : choose a dossier from the list of open files

4b : the dossier number is filled automatically in the filter cells, and is loaded automatically

4c : start the evaluation of all requested lines :

· 233: Recognise field is checked -> assessment field automatically checked on (and protected) + the coordinator can fill in a start date for the approval. 
· 3295: Advise field is checked -> assessment field automatically checked on
· 3287 : the coordinator refuses to approve this combination, and manually toggles the assessment field.
Remark : verify the situation : as long as the complete dossier is not ‘interpreted’ completely by the coordinator, the status of each line remains ‘Not Recognized’. Only after the final interpretation, the line gets its new status.

Step 5 : Interprete the dossier.

The dossier can only be interpreted finally when 

a) the lab is ‘recognized’ at this moment: we cannot recognize pa/matrix combinations when the lab itself is not recognized.
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b) All lines in the file should be evaluated / interpreted. As soon as 1 line has no assessment checked, the dossier cannot be interpreted
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c) At least 1 responsible should be entered for a dossier.
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Responsibles can only be entered when module started by coordinator in ‘Final approval mode’(not in preliminary mode), only in this case new ‘persons’ can be added to the act logging window
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1. via button act logging, the coordinator (=all people having the final interpretation functionality) can grant access to this dossier => This dossier appears in the list of open dossier for all people that only have the ‘preliminary’ interpretation rights
2. Enter the names of the members that need to work together on this dossier. The ‘start’ status of a new line is ‘Requested’ indicating that this person still should enter his hour-logging. Once the interpreter finished his work on this dossier, he enters his hours=> this dossier disappears out of the list of his open dossiers.
In the above example, 2 responsibles are assigned to this dossier. This means that this dossier will appear in the open dossier list for this user, up to the moment that he said that he finished by switching his our logging to ‘Entered’

Log in as 1 of this 2 users and open the module which allows the preliminary approval 
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These users only have access to the dossiers where they are assigned as responsible by the coordinator :
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When trying to enter his activity logging, the user can only enter the hours for his own account, neither is he allowed to assign new responsibles.
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When a responsible finished with a dossier, he changes a) the number of hours he worked on it and b) the status from Requested -> Entered. 
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The dossiers where he changed the activity logging to ‘Entered’ won’t appear anymore in his ‘list of open dossiers’.

d)  For all responsibles, the activity logging status should be ‘Entered’.
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Indeed, when we ask for the act logging in this case, we see that :
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The act. logg. for the first user was already entered, but the second responsible did not add his/her hours, neither was the status changed to ‘Entered’.

Remark : the ‘invoice button’ only becomes available when the dossier is finally interpreted

e) The module is started up in ‘final approval mode’. When started in preliminary approval mode, the option to finalize / interprete dossier won’t appear.
As soon as above a)->e) are valid, the dossier can be ‘final interpreted’ by the coordinator: by interpreting a dossier, the ‘interpretation date’ (=assessment date) and the ‘assessed’ field is checked on:

a) status before the final interpretation :
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b) status after final interpretation
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c) what happened :
i. Recognition status column is updated according to what was requested in the fields recognize / advise. For the row where none of recognize / advise was asked, the status remains ‘Not Recognized’
ii. The checkboxes recognize & Advise are unchecked (as the recognition status column shows the status of this combination)
iii. Start and end dates are filled in for the lines that are Recognized / Advised, but not for the line that is not recognized. When the coordinator himself added a start date, then the approval starts on that date. When the coordinator did not enter a start date, the lab-accredation start date is used as start date for this combination.
Remark : a dossier can have one of the statuses :

a) Requested : the dossier is sent by the lab to the coordinators, but no action of the coordinators started yet
b) Prel Interpreted : all individual rows are interpreted (by coordinators or responsibles) but the final interpretation did not happen yet.
c) Def Interpreted : all rows are interpreted, all act logg entered, coordinator interpreted the complete dossier. From now on, the lab ‘sees’ which status was granted for which combination (because a coordinator can accept or refuse or advise)
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d) Invoiced : All ‘hour costs’ passed to finfood, where an invoice is created for the lab. The invoicing can be done when started up in ‘final interpretation mode’ (by the coordinator) from the window where the act logg is entered.
A dossier will only disappear from the list of ‘open dossiers’ when it reached the status ‘Invoiced’. All dossiers in a status earlier as ‘Invoiced’ is considered as a dossier that still need action from the coordinator.
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1.4 Follow up of a dossier by the lab

The lab itself can also verify a dossier via the ‘follow accreditation dossier’ option:
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Any row that is not recognized can be modified again, and can be re-requested via a new dossier.
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