DAMIR Release Training – Workflow Rules
1. Each program has a unique hierarchy that is made up of multiple levels.  The typical levels (from bottom to top) are:  Program, PEO, Service, ARA/AM, ARA and Final Release.  

2. Users are assigned to each level.  At each level, a user may have three types of privileges:

a. Review.  User can view and make comments on the draft SAR.

b. Edit.  User can edit and make comments on the draft SAR.

c. Release.  User can edit, release and make comments on the draft SAR.  

3. A person with Review only privileges will not see the Data Collection portion of DAMIR.  They can view the program in Program View.
4. Reviewers, editors and releasers all have access to Discussion Comments.   Discussion Comments are only visible on draft SARs.  They are not visible on final SARs.  
5. Every time a SAR is released, data checks are run automatically.  

6. A person with Edit or Release privileges can view the program in Program View or under Create or Edit a SAR.  Note:  unless a user plans to make edits or wants to validate that the data is the same in both views, it is recommended the user view the program in Program View as this is how Congress will see the SAR.  
7. A user may be assigned to more than one level.  
8. When viewing a draft SAR, the Submission Status view is accessible from both the Program View and the Create or Edit a SAR view.  This is the view used to release a SAR.   Submission Status is not visible on final SARs.  
9. The Submission Status view will show you where in the process a SAR is and who has permissions to release/re-assign a SAR.  It also tracks the name of the person releasing/re-assigning a SAR and the date/time the SAR was released/re-assigned.  

10. Auto Pass allows a level to be skipped in the release process, but it can’t be activated until the SAR has gone through that level at lease once.  

11. Only one level at a time has edit privileges.  Once you have released a SAR to the next higher level, you can not edit it unless it is re-assigned to your level.

12. You can not view a draft SAR until it has been released to your level.  Once it has been released to your level, you can continue to view it, even if it is re-assigned to a lower level.

13. If you have release privileges, you can re-assign a SAR to any level below you.  For example, the ARA/AM can re-assign a SAR to the PM, PEO or Service.  

14. Notifications (on the main portal page) let you know if a SAR has been released.  

15. Manage submissions is coming soon and will allow bulk releases of SARs.  

