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Office of the Chief Financial Officer

FY10 Key Dates & Contacts

Key Processes and Dates:
•

 
FBSs Hands-on Training Jan 18

•
 

FBSs Proposal Entries Due Feb 15
•

 
Final Data Review Feb 19-22

•
 

Variance Analysis Follow-up Feb 22-27
•

 
Supplementary Submissions & Crosscuts Mar 14 

•
 

*FY10 Submission Due* Mar 14
•

 
Budget Validation (CH, EH, LS, MS & PH) TBD (April/May)

WFO Key Processes and Dates:
•

 
RAPID Proposal/Award Data extract Feb 7

•
 

Template sent to Field Feb 11
•

 
Template due to Budget Office Feb 22

Contact Information:
•

 
DOE Direct and FBSs questions: Email FBSsnotify@lbl.gov or call
Sonya Neely (x6214) or Anastasia Schiller (x4273)

•
 

Work for Others: David Hathaway (x7713)

i.

mailto:FBSsnotify@lbl.gov


Office of the Chief Financial Officer

FBSs Internal Work Flow

No changes can be 
made to a proposal 
after it has been 
submitted to DOE HQ

text

IN PROCESS

Proposals can be created 
and edited by anyone in 

that division who has 
system access

COMPLETE

Proposals can be placed 
into complete status by 
anyone in that division 
who has system access

AUTHORIZED

Proposals can be 
authorized only by the 

Division Director or 
authorized designee

SUBMIT

Proposals can only be 
placed into submit status 

for submission by the 
Budget Office

SENT
Proposal sent to 

DOE HQ

o This person is the 
proposal creator.

o Each person must be 
given access to FBS 
individually by the 
central system 
administrator, and 
must already have 
FMS access

o He/She will be able to 
view and edit all 
proposals for his 
division

o Each person must 
be given access to 
FBS individually by 
the central system 
administrator 

o They must already 
have FMS access

o They will be able to 
AFFECT all 
proposals for their 
division

o A list of Division 
Directors or their 
single authorized 
designee will be 
maintained centrally

o No changes can be 
made by the division 
after a proposal is 
authorized

o The Budget Office 
can change the 
proposal status to 
allow the division to 
make revisions.  It 
will need to be re-
approved  by the 
Division Director

o Minor changes (e.g. 
spelling errors) can 
be fixed at the 
divisions request 
without requiring 
Division Director re-
approval

Division Admins
Resource Analysts

PI’s

Division Director 
or Designee

Budget Office 
Analyst

REJECTED RETURNED

Budget Office
SAM

Division Admins
Resource Analysts

PI’s

ii.



Office of the Chief Financial Officer

FBSs Requirements

DOE:

Proposal 
(Submitted thru interim 

process)

Place Holder 
(Not submitted thru 

interim process)

Attach FWP to 
proposal in FBSs

NNSA No Yes No

Office of Science R&D Yes No Yes

Office of Science Construction No Yes Yes*

Office of Science S&S No Yes Yes

EERE Yes No Yes

Electric Transmission and Distribution No Yes Yes

Fossil Energy No Yes Yes

Civilian Radioactive Waste Mgmt No Yes Yes

Environmental Management No Yes Yes

Environment Safety and Health No Yes Yes

Intelligence No Yes Yes

Crosscuts: No No Email-Budget Office

WFO: Place Holder info entered into an excel template.

Enter into FBSs as a…

iii.

* Attach the Project Data Sheet (PDS) for Construction Projects



I. SECURITY 
The Field Budget Submission System (FBSs) is a component of LBNL’s Financial 
Management System (FMS).  In order to access FBSs you must have a valid FMS User ID 
and password and security access to FBSs.  First time users should use their LDAP User ID 
and password to access FMS.  For FMS access issues, contact Aurora Pecoraro at (510) 486-
6439.  For FBSs access, contact Sonya Tom Neely at (510) 486-6214, or Anastasia Schiller 
at (510) 486-4273.   
 
FBSs production can be accessed through the FMS web site (via Internet Explorer) at:  
https://fms/fmsprd 
 
For training purposes, login to: https://fms/fmstrn 
 
 
1) Login to FBSs 
 

 

1. Enter your User ID,  
2. Enter your password, &  
3. Click the “Sign In” button. 
(Note: Use Internet Explorer.) 
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https://fms/fmsprd
https://fms/fmsprd
https://fms/fmstrn


A window similar to the one shown below will appear on your screen: 

 

4. Click on “Field Budget 
Submission” which is located in 
the navigation window.  

 
 

 3



You are now in FBSs.  
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2) Log out of FBSs 
While in FBSs, you may click on the “Sign out” command which is located at the 
top right-hand corner of any screen. 
  

 

“Sign out” command. 
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II. PROPOSAL CREATION & MAINTENANCE 
1) Add a Proposal 
FBSs has two proposal entry options:   

! “FBS Proposal Data Entry” which will be used to enter an R&D proposal 
that will be submitted to DOE HQ via the interim proposal submission 
process. (i.e., For FY10, Office of Science and EERE) 

! “Place Holder Data Entry” which has two functions: 1) to submit proposals 
to DOE HQ via email for those HQ Programs not participating in the interim 
proposal submission, and 2) to record all other proposal types for institutional 
summary reporting purposes. (This includes all Construction activity.) 

 
Navigation: 

! Proposals 
! FBS Proposal Data Entry 

  

 

1. Select “FBS Proposal Data Entry”. 
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3. Enter an “LBNL Proposal ID”.  
(Maximum 8 characters)  

2. Select “Add a New Proposal”. 

5. Click “Add”. 

4. The Funding Year field 
defaults to the year for a 
Budget (On-cycle) proposal.  
However, if you’re adding a 
Funding (Off-cycle) proposal, 
you’ll need to overwrite the 
default with the appropriate 
funding year. (See “Proposal 
Funding Year” below for a 
detailed definition.) 
Note: This field will not be 
editable after you click “Add’ in 
Step 5.   

a. Proposal Funding Year 
 The “Funding Year” field refers to the fiscal year which will be funded; not the 
current fiscal year.  This field depends on whether the “Proposal Purpose” is 
“Budget” (an On-cycle Proposal) or “Funding” (an Off-cycle Proposal)   
 
“On-cycle Proposals” are submitted during the Annual Budget Call, and are a 
request for funding two years after the year during which the proposal was 
submitted. 
 

For example: 
Given the following criteria: Current Fiscal Year = 2008  

     Proposal Purpose = Budget (On-cycle Proposal) 
 

Then, on the “Add a New Proposal” screen, enter the “Funding Year”, 2010.  
 
“Off-cycle Proposals” are submitted outside the Annual Budget Call, and are 
typically requests for funding in the current or next fiscal year. 
 

For example: 
Given the following criteria: Current Fiscal Year = 2008  

          Proposal Purpose = Funding (Off-cycle Proposal) 
On the “Add a New Proposal” screen, enter the “Funding Year”, 2008 or 2009.  
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General Information: 
(1) The proposal is comprised of 5 main tabs: 
 

1. Admin 
2. Technical 
3. Budget 
4. Attachment 
5. Status History 

 
(2) Required fields are highlighted yellow.  (NOTE: All required fields must be 
populated before you can save the proposal.) 
 
(3) Magnifying glasses are lookup tools which provide a data table specifically for its 
adjacent field.  A data table may be sorted when you click on the column headings.   
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b. Administrative Information 
The following screen appears with the “Admin” tab open:  
 
 

 

6. Populate all 
required fields that 
are shaded yellow 
and other fields as 
needed. 

“Sub Division” is a 
division assigned 
code to help with 
identification and 
reporting within the 
Division.  This is a free 
form, non-validated 
field. 

7. The “End Date” is 
required and is the 
end date of the 
project.  If there is 
none, then leave it 
blank and click on 
the “Open Ended” 
check box. 
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Scroll down further on the “Admin” tab: 

 

If a Foreign/Non-
U.S. collaborator 
Is involved in the 
project, populate 
all collaborator 
fields.  An 
additional field 
(Foreign Location) 
appears if you 
check “Foreign 
Collaborator”. 

8. After the 
required “Primary 
B&R” is entered, 
the “HQ Program” 
is automatically 
populated.  This 
field can be 
overwritten. 
(Note: An “HQ 
Program Manager” 
field will be placed 
next to the “HQ 
Program.”  It will be 
optional due to 
systemic limitations, but 
is required for the 
interim submission.) 
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Scroll down even further on the “Admin” tab: 

 

If you check “Human 
Research”, you will 
need to enter the 
Compliance Number 
and the Approval 
Date. 

Similarly, if “Animal 
Research” applies, 
then the NIH 
Compliance Number 
and Approval Date 
are required. 

If a CRADA applies, 
then enter the CRADA 

9. Proceed to the “Technical” 
tab.  
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c. Technical Information 

 

10. “Work Proposal 
Title” is a required 
field. 
(Maximum 300 
characters) 

11. “Category of 
Research” and 
“Category of Work” 
are also required. 

12. “Project 
Objective 
Description” and 
“Abstract” are 
required. (Note: 
Each has a 
maximum of 1,333 
characters.  The 
system will allow you 
to continue typing 
beyond the limit, but 
will truncate after 
moving to another 
field.) 
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Scroll Down further on the “Technical” tab. 
 

 

13. There must be at 
least one Milestone. 
The system defaults 
the first milestone of 
“Submit Proposal” this 
can be overwritten. 
Add additional 
milestones by using 
the “+” button.   
 

14. You may now click 
on the “Save” button. 

15. Proceed to the “Budget” tab.   
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d. Budget Information 

 

Note:  
a) The budget years are dependent 
on the “Funding Year” entered on 
the “Add New Proposal” screen of 
Page 7.  
b) The dollars entered below are in 
Thousands. 
c) See the budget category 
definitions below. 

16. Enter FTE information for 
“Staffing” to the tenths 
decimal place, and also 
budget dollars ($K) for 
“Operating” & “Equipment” 
to the whole number.   

The first two columns are designated for budget amounts from “Prior 
Years”: the first column automatically sums all prior years’ amounts that 
have been entered into FBSs and the second provides the proposal 
creator with the option to update them. (This is not required 
information.)  The “Carryover” column is a calculation of the “Prior 
Years” budget data. 

 
Note: You must be using IE as your browser for the columns to align correctly 
 
Scientific Staffing = Estimate for Scientific Full Time Equivalents (use FTE’s, not 
staffing dollars) 
Other Direct Staffing = Estimate for other FTE’s (use FTE’s, not staffing dollars) 
Operating Total Obligations = Operating Budget Authority (BA) 
Operating Total Costs = Operating Budget Obligations (BO) 
Equipment Obligations = Equipment Budget Authority  
Equipment Costs = Equipment Budget Obligations  
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Scroll to the right on the “Budget” tab. 

 

17. “Total to Complete Display” will 
calculate when you save your entries.  If 
you wish to change this number, you may 
overwrite the calculations by entering the 
new total in the “Total to Complete” 
column.    (Note: This is not a required 
field.). 

18. Click on the “SAVE” button which is 
always located at the lower left-hand 
corner of the screen. 
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e. Attachments 
 
For attachments to work correctly you need to have the POP-UP Blocker turned-off.  
On the Microsoft Internet Explorer Toolbar, click on:  

! Tools 
! Pop-up Blocker 
! Turn off Pop-up Blocker. 

 
The “Attachment” screen appears as follows:  

 

19. Choose a category which 
best describes the attachment.  
(FBSs allows for one attachment 
per category.  The “Other” 
category is an exception and 
may be selected multiple times 
to add multiple files. )  
It is acceptable to attach a 
single PDF of the entire proposal 
package under the category 
“Proposal” 

20. Click on the 
paper clip to attach 
the file.  Use the “–“ 
button to delete an 
attachment.  

21. Click “Save” 
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f. Status 
 
When a proposal is created, the status is defaulted to “In Process”. 

 

22. When the 
proposal is ready 
for approval, first 
click on the “+” 
sign to add a 
new status row.  
Then, change 
the status to 
“CO” 
(Completed). 
 

23. You may add 
comments for the 
designated 
division approver 
here. 
 

24. Click “SAVE” to implement the 
status change.  
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The completed proposal will appear as follows: 

 

25. You have the option of 
clicking the “Notify”  button to 
send an email to inform the 
Divisional Designee to review & 
approve the proposal.  

 
Your proposal is now complete and is a candidate for approval by the Divisional 
Designee.   
 

g. Glossary 
The Glossary tab includes FBSs field definitions in the order that they appear during 
the proposal setup stage. 
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2) Revise a DOE Proposal 
A proposal may only be updated with a status of “In Process” or “Completed”.  
The proposal won’t accept any further changes in other status levels, unless, it’s 
unlocked by a user with that privilege.  
 

Navigation 
! Field Budget Submission 
! Proposals 
! FBS Proposal Data Entry. 
! Find an Existing Proposal 

 

 

1. Use a combination 
of these search fields 
to find the proposal 
you would like to 
copy or leave them 
all blank to bring up 
a list of all proposals.  

The “Clear” button 
will clear all the 
search fields. 
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A list of proposals generated from your search will appear: 

 
 
Select a proposal from the list and it will be displayed for you to update.  Remember 
to save your changes and set the status to “Complete” when the proposal is ready to 
be approved.  
 

3) Delete a DOE Proposal 
 1. Find and select the proposal to delete. 
 2. Click on the “Status History” tab. 
 3. Change the status of the proposal to “DE” (Deleted). 
 4. Click on the “Save” button.  
           ***NOTE: Once the “Deleted” status has been saved,  
                            there’s no means to retrieve the proposal. 
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4) Copy a DOE Proposal 
 

Navigation 
! Field Budget Submission 
! Proposals 
! Copy a proposal  

 
 The following screen will appear: 
  
 

1. Use a 
combination of 
these search 
fields to find the 
proposal you 
would like to 
copy or leave 
them all blank to 
bring up a list of 
all proposals.  

The “Clear” 
button will clear 
all the search 
fields. 
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A list of proposals generated from your search will appear: 

 

2. Click on the proposal 
you would like to copy. 
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Populate the required fields and click the copy button.  

 

3. Enter the new “Proposal ID”. 

4. Enter the new “Funding Year”. 
ATTENTION: This field must be entered 
correctly. You will not be able to change it 
after you’ve clicked on the “Copy” button. 
(Refer to the definition in the section titled 
Proposal Funding Year on page 7.) 
 

5. Click on the “Copy” button to save and 
create the copy. 

6. A successful copy notification will appear.  
Click “OK”. 

7. Return to the FBS Proposal Data Entry 
screen to find and update the copied 
proposal. 

 
NOTE:  

(1) Attachments can’t be copied from proposal to proposal.  They will 
need to be individually reattached to the newly copied proposal. 
 
(2)The status of the copied proposal is automatically set to “In 
Process”.  
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III. DIVISION REVIEW & APPROVAL 
After a proposal has been placed into “Completed” status by the Proposal Author, 
the proposal becomes available for approval or rejection by the Division 
Director/Authorizer. 
 
Division Directors/Authorizers are listed in the Administration section of FBSs 
under Division Code.  This list is maintained by the Budget Office. 
 

Navigation 
! Field Budget Submission 
! Proposals 
! FBS Proposal Data Entry 
! Find an Existing Proposal   

 
     The following screen will appear: 
 

 

1. Pull up the 
“Completed” 
status proposals for 
your Division(s) by 
populating the 
Proposal Division ID 
and Proposal 
Status fields. 
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Enter your criteria and select Search.  

 

2. Enter your criteria.   
3. Click the “Search” 
button. 
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4. Select the 
proposal you want 
to review to either 
approve or reject. 
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The selected proposal is now displayed and ready for review. 
You may also print this proposal to facilitate the review. (Refer to Proposal Reporting 
on page 28 to review how to print a proposal.) 
 
To reject or approve the proposa, go to the Status History Tab. 

 

8. Remember to click 
the “Save” button. 

5. Select “+” 
to add a 
new status 
row. 

6. Click on the  
magnifying glass to 
pull up a status list and 
change the status to 
“AU” to authorize the 
proposal to be sent to 
HQ by the Budget 
Office or “RJ” to return 
it for editing.  

7. You may add 
comments as needed.  
This is optional. 

 
 
Note: Authorizing a proposal will send a system generated e-mail to the Budget 
Office for institutional review. The Budget Office will either approve the proposal and 
send it to DOE, or return the proposal and notify the proposal author. 
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IV. PROPOSAL REPORTING 

1) Print Proposal in FWP Format 
This functionality prints the information entered for the proposal in the 
standard DOE Field Work Proposal Form.   
(Note: Not all information entered into FBSs has a corresponding location on the 
standard form.) 
 

Navigation 
! Field Budget Submission 
! Reports 
 

     The following screen will appear: 

 

1. Select “Print FWP in 
Crystal”. 
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2. Here you can directly input an existing Run Control ID, use the 
search functionality to find an existing Run Control ID, or add a 
new Run Control ID.   
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After selecting a Run Control ID: 
 

 

3. Use the search 
criteria to define 
the proposal(s) 
you wish to print, 
and then select 
the “Run” button. 
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The following Process Scheduler is generated: 
 
 

 

4. Select the “Server Name”.

5. Click “OK”. 
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The following screen appears: 
 

 

6. Your instance 
(job) number is 
located on the 
upper right-hand 
corner. 
 
Select the 
“Process Monitor” 
to check the job 
status. 
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The process log will appear with the status of your job request: 

 

7. If the job is 
not complete, 
click the 
“Refresh” 
button to 
refresh the 
status. You can 
view/print the 
report when the 
“Run Status” 
changes to 
“Success” and 
the “Distribution 
Status” 
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Continue to refresh until you see Run Status is “Success” and   
Distribution Status is “Posted”.  
 

8. Your print is now ready to view. 
Select “Details”  
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The following screen appears: 
 

9. Select “View Log/Trace” to 
view your FWP.  

 
 
 

 35



10. Your FWP has been 
generated in the PDF 
format.  Select it to view. 
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Sample generated Field Work Proposal: 
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2) Print All Proposal Information 
This functionality prints a list of all information entered for the proposal 
(including FBSs fields that do not print on the FWP), and can be used for 
reviewing purposes. 
 

Navigation 
! Field Budget Submission 
! Reports 
! Print Proposals 
 

     The following screen will appear: 

 

1. Select Print Proposals 
to generate a summary 
of all proposal info 
entered into FBSs. 
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2. Find an existing Run Control ID or add a new Run Control ID. 
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After selecting a Run Control ID: 
 

 

3. Use the search criteria 
to define the proposal(s) 
you wish to print. 
 
Then, select the “Run” 
button. 
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Selecting RUN generates the following screen: 
 
 

 

5. Select “OK”. 

4. Select the “Server Name”, 
PSNT. 

 41



 
 
The following screen appears: 
 

 

6. Your instance (job) 
number will appear in 
the upper right-hand 
corner. 
 
Select “Process 
Monitor” to check the 
job status and view 
the results. 
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The process log will appear as follows: 
 

 

7. If the job is not 
complete, click the 
“Refresh” button to 
refresh the status 
again. You can 
view/print the 
report when the 
Run Status changes 
to “Success” and 
the Distribution 
Status is “Posted”. 
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Continue to refresh until you see that the Run Status is “Success” and  the 
Distribution Status is “Posted”.  
 

 

8. Your report is now ready to view. 
Select “Details”  
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The following screen appears: 
 

 

9. Select “View Log/Trace” to 
view your report. 
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10. Your report has been 
generated in PDF 
format. Select it to view. 
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Below is a sample of the “Print Proposals” report.  This format shows all data for a 
proposal in the order in which fields appear in FBSs. 
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3) Proposal Review Report - BA 
This Report prints a summary of key information entered for proposals, and 
may be used to review proposals. 
 

Navigation 
! Field Budget Submission 
! Reports 
! Proposal Review - BA 
 

     The following screen will appear: 
 

 

1. Select “Proposal 
Review - BA” to 
generate your division’s 
summary report. 
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2. Find an existing Run Control ID or add a new Run Control ID. 
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3. Use the search criteria 
to define the proposal(s) 
you wish to print. (Note: 
The funding year must be 
entered.) 
 
Then, select the “Run” 
button. 
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Selecting “Run” generates the following screen: 
 

 

5. If you want to generate a PDF report, check 
mark “FBS Proposal Summary”, enter “Web” for 
the “*Type”, and enter “PDF” for the “*Format”. 
 
If you want to generate a Excel report, check 
mark “Proposal Review for Excel,” enter “Web” 
for the “*Type”, and enter “XLS” for the 
“*Format”. 

4. Select Server PSNT 

6. Select “OK”. 
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Select the Process Monitor to check the job status. 
 

 

7. Your Report is ready to 
view.  Select “Details”. 
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8. Select “View 
Log/Trace” to view your 
Report 
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9. Select either the XLS or 
PDF file that you ran. 
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Sample Report of the PDF version. 
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V. PLACE HOLDER CREATION 
1) Add a Place Holder 
FBSs has two proposal entry options:   

! “FBS Proposal Data Entry” which will be used to enter an R&D proposal 
that will be submitted to DOE HQ via the interim proposal submission 
process. (i.e., For FY10, Office of Science and EERE) 

! “Place Holder Data Entry” which has two functions: 1) to submit proposals 
to DOE HQ via email for those HQ Programs not participating in the interim 
proposal submission, and 2) to record all other proposal types for institutional 
summary reporting purposes. (This includes all Construction activity.) 

 
Navigation: 

! Proposals 
! Place Holder Data Entry 

 

 

1. Select “Place Holder Data Entry”. 
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4. This field is defaulted to reflect the 
“Funding Year” for a Budget  
(On cycle) proposal.   

3. Enter an “LBNL Proposal ID”.  
(Maximum 8 characters)  

2. Select “Add a New Place Holder”. 

5. Click “Add”. 
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a. Administrative Information 
The following screen appears with the “Admin” tab open:  

 

6. Populate all 
required fields that are 
shaded yellow and 
other fields as 
needed. 

7. Select a “Proposal 
Type” (Construction, 
or Operating)  

8. Proceed to the “Technical” tab.  
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b. Technical Information 
 

 

9. “Project Objective 
Description” is not 
required for place 
holders, but if you do 
not populate it, please 
enter a descriptive 
Work Proposal Title. 

10. Proceed to the “Budget” tab.  
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c. Budget Information 
 
 

 

Note:  
a) The budget years are dependent 
on the “Funding Year” entered on 
the “Add New Placeholder” screen 
of page 57.  
b) The dollars entered below should 
be in Thousands. 
c) Refer to the budget category 
definitions below. 

11. Enter FTE information 
for staffing to the tenths 
decimal place, and also 
budget dollars for 
“Operating” & 
“Equipment” to the 
whole number in 
Thousands ($K).   
 
Budget dollars for 
Construction Proposal 
Types should be entered 
into the Equipment 
section. 

 
 
Scientific Staffing = Estimate for Scientific Full Time Equivalents (use FTE’s, not 
staffing dollars) 
Other Direct Staffing = Estimate for other FTE’s (use FTE’s, not staffing dollars) 
Operating Total Obligations = Operating Budget Authority (BA) 
Operating Total Costs = Operating Budget Obligations (BO) 
Equipment Obligations = Equipment Budget Authority  
Equipment Costs = Equipment Budget Obligations  
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d. Attachments 
 
 
Attach a complete FWP to the place holder if you want the Budget Office to submit 
the FWP to the HQ Program. 
 
However, if the place holder entry is for institutional reporting purposes only, then do 
not attach an FWP. 
 

 

12. To attach your 
FWP, select the 
“Other” category and 
then click on the 
paper clip to attach 
your FWP. 
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e. Status 
 
When a place holder is created, the status is defaulted to “In Process”. 
 

 

14. Click “Save” 

13. When the place holder 
is done, click on the “+” 
sign to add a new status 
row.  Then, change the 
status to “CO” 
(Completed). 
 
Note: Place holders do not 
require a Division Director 
or Designate to 
“Authorize”.  The “CO” 
status is the final status of a 
place holder. 
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2) Copy a Place Holder 
 
Navigation 

! Field Budget Submission 
! Proposals 
! Copy a proposal  

 
 The following screen will appear: 
 

 

1. Use a 
combination of 
these search 
fields to find the 
place holder you 
would like to 
copy, or leave 
them all blank to 
bring up a list of 
all place holders.  

Note: The “Clear” 
button will clear 
all the search 
fields. 
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A list of placeholders generated from your search will appear: 
 

 

2. Click on the place 
holder you would like to 
copy. 
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Populate the required fields and click the copy button.  
 

 

5. Click on the “Copy” button to save and 
create the copy. 

4. Enter the new “Funding Year”. 
(ATTENTION: This field must be entered 
correctly. You will not be able to change it 
after you’ve clicked on the “Copy” button.)   

3. Enter the new “Placeholder ID”. 

6. A successful copy notification will appear.  
Then, click “OK”. 

7. Return to the “Place Holder Data Entry” 
screen to search for and update the place holder 
copy. 

 
 
 
NOTE:  

(1) Attachments can’t be copied from place holder to place holder.  If 
necessary, they will need to be reattached to the place holder copy. 
 
(2)The status of the place holder copy is automatically set to “In 
Process”.  
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