




  


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







  


 
 
 
 
 


  
 


 
  


 Web CM Review Process 
 


◊  Coordinator 
◊  Reviewer 
◊  Resolution of Comments (ROC) 
◊  Signature Authority 


 


 Resolution of Comments (ROC) 
 


◊  Reviews with Comments 
◊  Coordinator’s Responsibilities 
◊  Resolver’s Role 
◊  Reviewer Actions 
◊  ROC Elevation Process 


 


 Points to Remember 
 


◊  History 
◊  Review Comments 
◊  Comment Breakdown 
◊  Comment Matrix 


 
 


 
 







  


  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 Upon completion of this class, you will understand: 
 


 WebCM Review Process 
 


 Resolution of Comments Process 
 


 ROC Elevation Process 
 
 
 







  


  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 


 The WebCM review process involves the following actors: 
 


 


Coordinator: 
 


 Identifies one or more users to review the change package, and assigns a review due date 


 Responsible for distributing review materials to assigned reviewers; collects review 
comments and has the responsibility of assigning a Comment Resolver to address 
comments 


 Has the option to bypass the review entirely and forward the change package directly to a 
signature authority 


 In the case of an organizational review, is responsible for creating a response for their 
associated organization 
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Reviewer:  
 


 Responsible for reviewing the change package and entering comments (if desired) and 
submitting them to the review coordinator  


 Reviews and responds to proposed resolutions 
 


 


Comment Resolver:  
 


 Proposes resolution to each set of applicable review comments 


 Returns proposed resolution to reviewer 


 Addresses additional comments by the reviewer 
 


 


Signature Authority(ies):   
 


 Assigns final review disposition (e.g., approve, return to Coordinator, or new requirement) 
to a change package 


 
 
 
 
 
 


 
 
 


Next, we are going to discuss the WebCM Review Process.  While this class focuses  
on NCPs, the process is the same for Case Files.   
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The Review and ROC processes are conducted in parallel. When one reviewer submits his or her review 
comments, those comments are routed directly to the review coordinator for further processing, even if 
other reviewers have not replied yet.   


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Coordinator 


Accept / Reject 
Proposed Resolutions 


 


Unresolved 


Comments? 


Comment Resolver 


Proposed Resolutions 
 


Reviewers 


4 







  


 Status of Comments 
 


 The Status column on the Manage Reviews screen displays the specific status for each reviewer. 
 The possible values are as follows: 


 


 Pending - the reviewer has not yet submitted comments 
 


 Responded - the reviewer has submitted comments 
 


 ROC - the comments have been assigned for resolution 
 


 Approve ROC - the original reviewer has been assigned to accept/reject the resolution 
 


 ROC Complete - the original reviewer has accepted the resolution of comments 
 


 Auto-Submitted - the review was auto-submitted before the comment cycle was complete 
 
 


Disposition of Comments 
 


 The Disposition column on the Manage Reviews screen displays the specific disposition for each 
 reviewer.  The possible values are as follows: 


 


 N/A - displays for a reviewer with a Status of “Pending” 
 


 C - the disposition selected by the reviewer was “Concur” 
 


 NC - the disposition selected by the reviewer was “Non-Concur” 
 


 CwC - the disposition selected by the reviewer was “Concur w/ Comments” 
 


 NR  displays for a reviewer that was auto-submitted by the review coordinator 
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Coordinator’s Responsibilities 
 


 Viewing the review comments submitted by assigned reviewers 
   


 Assigning a Comment Resolver to specific review comments; defaults to Originator, but 
anyone can be selected 


 


 The review/comment resolution cycle can be repeated as many times as necessary 
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Comment
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Step-by-Step: 
 


 Assigning Comment Resolver 
 


1. Highlight the NCP in the inbox.   
2. Select Actions and Manage Reviews.   
3. Select the Reviewer needing comments resolution.   
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Click to Highlight 
the Item 







  


 


4. Select Assign ROC from the Actions drop down list and click GO.   
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Select Assign ROC 


and Click GO 







  


 
 
 
 


5. This will open the Assign Resolver of Comments page.  Click Done to Assign ROC.     
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
Note:  Multiple comments ready for ROC would be listed in the lower section of the page.  In this 
example, below Frank DeMarco.     


 


The Originator’s Name will 
be selected and the 


Reviewer’s Name will appear 


in the Reviews section.   
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6. Check the Include checkbox.  The Needs Resolution checkbox will be auto-checked.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Note:  When checking or un-checking the Needs Resolution or Include checkboxes, you must 
immediately Click Done to save the changes.   
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Check Include Box 
 


Needs Resolution Box 
will be Checked  


 
Click Done 


 







  


 
 
 


Resolver’s Role 
 


 The Comment Resolver will research and propose a resolution for the Reviewer who made 
the comments to consider 


 


 The Comment Resolver will receive a separate work item in the Inbox for each set of review 
comments that are assigned for resolution   


 


 This applies to both individual and organizational review comments 
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Comments 
Unresolved 


Comments 


Comment Resolver 
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Step-by-Step: 
 


 Propose a Resolution to a Comment 
 


1. Select the desired work item in the Inbox. 
2. Click the Actions button and select Resolve Comments.  
3. This will open the Propose Resolution page on the Actions Tab. 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Propose Resolution 
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4. The “Reviewer Comments” section will list the reviewer’s comments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


5. After reviewing the comments, enter Proposed Resolution in the field provided. 
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6. Click the Done button to save the work.  This will return the screen to the Inbox. 
7. Submit the work item and forward it to the next workflow step. 
8. Note that the only option when submitting the work item is to return it to the original 


reviewer.  The reviewer will then decide whether to accept or reject the proposed 
resolution.  


 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Reviewers 
Comment Resolver 


Proposed Resolutions 
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 Reviewer’s Actions 
 


 Reviewer accepts the proposed resolution and submits to the Coordinator to continue the 
review process  


 


 Rejecting a proposed resolution returns the comment back to the Coordinator for further 
resolution; the cycle of Resolution of Comments can be repeated as necessary  
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Step-by-Step: 
 
 Accept/Reject Resolution of Comments 


 
1. Select the desired work item in your Inbox. 
2. Click the Actions button and select “Accept/Reject Resolution of Comments” from the pop-


up menu.  
3. You will be taken to the Actions tab, Accept/Reject Resolution of Comments page. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Accept/Reject Page 
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4. The “Reviewer Comments” section will list original comments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
5. The “Proposed Resolution” section will display the proposed resolution. 


 
 
 
 
 
 
 
 
 
 


6.  
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7. After reviewing the proposed resolution, indicate your disposition in the “Accept/Reject 
Resolution” section. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
8. Click the Done button to save your work.  You will return to the Inbox. 
9. You can now submit the work item and forward it to the next workflow step. 
10. Note that your only option when submitting the work item is to return it to the review 


coordinator. 
11. The coordinator will forward the item to the Signature Authority to complete the review 


process.   
 


 
Note:  The Coordinator has the option of bypassing comment resolution and forwarding the review 
directly to the applicable Signature Authority for approval.  This “escape clause” prevents the endless 
looping of the review/comment resolution cycle and allows for letting the higher authorities make the 
final decision.      


Select the


appropriate


radio


button...


...enter


Additional


Comments (if


necessary)...


Select Accept or Reject 
& Enter Additional 


Comments if Necessary 
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 History  
 


 All review dispositions, whether included or not, will be recorded in the history 
 


 Note that the “top level” review coordinator does not have the ability to include or exclude 
lower level review comments, therefore any review comments that were included in the 
“lower level” reviews will automatically be included in the final review results 


 


 


 Review Comments 
 


 The “included” review comments, organizational comments and approvals entered during a 
review are automatically saved to the appropriate fields on the Case File/NCP or Must 
Evaluate forms 


 


 All review comments, whether included or not, can be viewed under the comments function 
for each Case File/NCP 
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 Comment Breakdown 
  


 This form summarizes the dispositions selected by each top level organization reviewer 
assigned to the NCP 


 


 Click the name of a listed organization to see a summary of the comments associated with 
that organization 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Click here for 
Organization 


Review Overview 
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 Comment Matrix   
  


 This form provides details for each organization reviewer assigned to the NCP including 
their disposition, their original comments, the proposed resolution of their comments, etc 


 


 It will display any reviews that have been “included” by a sub-organizational review 
coordinator 
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  Top Level Coordinator Assigns ROC 
 
 
 


  Manager’s Signature Approval 
 
 
 


 Coordinator’s Org Response 
 


 
 


 Reviewer’s Comments 
 
 







Step-by-Step: 
 


 Copy the Comments from the Reviewer – Organization Coordinator’s Role 
 


1. Highlight the NCP in the inbox.   
2. Select Actions and Manage Reviews.   
3. Click on organization/reviewer’s name to display comments. 
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Click Org or 


Reviewer’s Name 


View of Org Coordinator’s Manage 
Reviews Screen 


 
In this example, Pamela Mathis is the 
Coordinator for ATO-W Enterprise CM 


 


Alex Hayden is the CCB CM Lead 







4. Highlight comments and right click and Copy.  
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


5. Click Done to close the Review Details window.   
 


 
 


 


Highlight and Copy 
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Paste Comments into the Organization Response 
 


1. Select Enter Org Response (or Modify Org Response).   
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 


Select Org Response 
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2. Right click and Paste reviewer response into the Comments box.  You may want to add a 
notation identifying the reviewer.   


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Right Click & Paste 
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  Set Appropriate Organization Disposition 
 


1. Change disposition to Concur w/Comment or Non-Concur w/Comment.  WebCM will 
automatically select Requires Resolution.   


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 


2. Click Done to save the Organizational Response.   
 
 


Select Disposition 
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Turn off Needs Resolution for Reviewer 
 
1. Uncheck the Needs Resolution box and Check the Include box.   


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 


2. Click Done to save the change to the Needs Resolution checkbox.   
 


Note:  This process may be repeated for comments requiring resolution from multiple 
reviewers.  If there are multiple comments requiring resolution, wait until all comments are 
pasted in the Org Response before clicking checkboxes.  Click Done when finished.    


 


Uncheck Needs 
Resolution Box & 


Check Include Box 
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Submit the Organization Response for Signature 
 


1. When the remaining comments are completed and the hold is removed, select Submit.   
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Click the Submit 
button to select and 
send to Manager for 


signature. 
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2. Select Done to send the review for signature.   
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


3. Once the manager has signed the review, the review will be complete and the CCB CM Lead 
can submit the comment for resolution.   


 
Note:  If the next level review coordinator is not the CCB CM Lead, then the process will need 
to be repeated until the review reaches the CCB CM Lead.   


 
 
 


The Manager’s Name 
and Step Label box 


will be selected 
 


Verify and Click Done 
 
Click Done to Send. 
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 Assigning Comments for Resolution – CCB CM Lead’s Role 
 


1. The CCB CM Lead’s Inbox will indicate a Response with Needs Resolution box checked.   
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Status Response and 
Needs Resolution 


Indicators 


View of CCB CM Lead’s (Alex Hayden) Manage 
Reviews Screen 


 
Pamela Mathis is the Organization’s Coordinator 


 







 
2. The CCB CM Lead will go to the Actions drop down list and Select Assign ROC.  Click GO. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Select Assign ROC    


Click GO    
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3. The Assign Resolver of Comments screen will display.  The default Comment Resolver is 
the Originator but anyone within WebCM can be selected.    


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Default to Originator 
 


As the preparer of the Org 
Response, the Coordinator for the 


Organization now becomes the 
“Reviewer” and the proposed 


ROC will come back to the 


Coordinator for Reassignment.     
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4. The new status will be ROC.  Check the Include box and Click Done.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Check Include Box 
 


Click Done     


New Status 
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Reassigning Comments for Review – Organization Coordinator 


 


1. When the Proposed Resolution is complete it will show a status of Approve ROC in the 
Coordinator’s Inbox.  Remember, the Coordinator sent the comments for ROC thereby 
taking on the role of “Reviewer”.     


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Note:  When working with multiple comments, use the More Info function INSTEAD of 
Reassign to send the Proposed Resolution to the multiple reviewers.   


 
 


Approve ROC 
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2. The Proposed ROC will need to be reassigned to the original reviewer who made the 
comments.     


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Proposed ROC ready 
for Reassignment to 


Original Reviewer 
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3. The Coordinator will Highlight the NCP and Select Reassign. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Select Reassign 
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4. The Reassign screen will display.  Enter the name of the Reviewer, Add Comments and 
Click Done.   


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Reviewer’s Name 
 


Comments 
 


Click Done 
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5. The Reviewer will take the Reassigned NCP and Review the Proposed ROC.  The Reviewer 
must Accept or Reject the Proposed Resolution and add any necessary comments.  Click 
Done.  If Rejected, this process can continue until the comments have been resolved.     


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


6. If Accepted, the new Status will be ROC Complete.  Click Submit from the Inbox screen.  
This will forward the item to the top level Coordinator  for completion of the process.     
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Accept or Reject  
 


Add Additional 
Comments 


 
Click Done 


 
     





