
    
 

 
 

Purpose: To demonstrate how to search, reassign and authorize a case from Task 
Management. As well as CV enrollment and how case can be returned to a Reviewer. 

AUTHORIZE A CASE REQUEST 

The Authorization workflow allows users with the Authorizer user role to review the case 
details, review and input or confirm Financial Details, and take authorization action on cases. 

The Financial Details tab may have been populated during the Review phase by the 
Reviewer if the Reviewer also has the Authorizer role. If not, the user will have to search for, 
reassign, and take action on the task.  

How to Search for a Task from Task Management 

1. From the Left Navigation Menu, select Task Management. 

AUTHORIZE A CASE REQUEST 
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2. The tabs available to the user are dependent on the user roles granted within the 
system. Search for assigned tasks under My Work tab and unassigned tasks under 
My Organization’s Work tab.  

 

3. Type the subject’s last name or SSN in the Search text field box.  
4. Select the Magnifying glass to execute the search.  

 

 

 



    
 

Authorize: How to Reassign a Task from Task Management 
1. Navigate to the Task Management page from the Left Navigation Menu. 
2. Select My Organization’s Work to search for the required task(s) to reassign. 

 

3. Select the check box to Include All Unassigned Tasks. 
4. From the Actions drop-down, select Reassign Task.  

 
 

 

 

 

 

 

 

 

 
 
 
 
 
 

 



    
 

5. Check the box for the corresponding task(s) to reassign, then click Reassign at the 
bottom right of the screen. 

6. When the reassign modal appears, type the name of the user to receive the case in the 
Reassign to User box 

 

 

7. Select the name when it appears and click Submit 
 

 

 

 

 

 

 

 

 

 

8. The task will now be available to the user who received the task in their My Work tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: This process can be completed in any tab available to the user within Task 
Management.  

 



    
 

Authorize: How to Authorize the Case Submission Details 

1. Select the Financial Details tab and input the necessary information.  
 

 

 

 

 

 

 

 

 

 

 

2. Authorizers can take three primary actions on a case from the Authorizer Workspaces: 
Returning to Reviewer, Holding the Authorization, or Releasing (Authorizing) the 
Case. 

a) If the Authorizer finds that some fields must be corrected by a Reviewer, select 
Return to Review to return the case to the Reviewer. Provide a reason for the 
Return to Review in the modal. The case will return to the queue for 
reassignment and updates. 

b) The Authorizer can place the case request on hold for any reason by selecting 
the Actions drop-down menu and selecting Hold Authorization. A comment 
is required to explain the reason for the hold. 

 
 
 
 
 
 
 
 
 
 
 

 



    
 

 
c) Once all fields are correct and the case is ready to be released, the Authorizer 

selects Release Submission to release the case request and authorize funds 
for the investigation. The Release Submission activity completes the 
Authorizer workflow on the case. 

d) Users can view or download the PDF form of the SF attachment to check for 
accuracy. The PDF is located at the bottom of the screen, it can be viewed by 
selecting the blue hyperlink, or downloaded by selecting the icon to the right of 
the hyperlink. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



    
 

Authorize: Continuous Vetting Enrollment for DOD Organizations  
 

Case requests on behalf of the DOD that are CE eligible require extra steps to be completed. 
The Authorizer must complete the information under the Release and Financial Details tabs 
and make a case routing decision.  

1. Review the case details and edit if necessary. 
2. Select the Release tab to advance to that section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



    
 

3. A system generated Case Routing Decision is then provided. 
4. If the routing decision in incorrect, select Change. 

 

 

5. A reason must be given for changing the routing submission, then select Submit. 

 



    
 

6. Verify the new routing decision by checking the box next to the authorization statement. 
7. Select Release Submission to release this case request for investigation.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



    
 

 

Authorize: Return to Reviewer 
The case must be returned to the Reviewer for updates if the Authorizer find fields that need 
corrections.  

1. Select Return to Review on the Financial Details screen.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    
 

 
2. Select Submit to finalize the process.  
3. The case status will show Returned from Authorizer after the case is returned to 

review. 

Note: If you have a multi-role persona, the user will select the Back To Review button 
to change the status to Returned from Authorizer. The user does not need to provide 
the reason for returning. The case will stay within your work list. You can continue 
working on the case as the Reviewer.  
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