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ACT Enhancement -- Document Subgroup Options  

This enhancement provides a means of further explaining the intent of an ACT document 

transaction.  It also provides the platform for future reporting capability.   

The Document Subgroup is driven by the ACT Document Reason and is required on a 
predetermined selection of ACT Document Reasons. For a listing of ACT Document Reasons 
requiring the Document Subgroup and current Doc Subgroup Options, click here.  

Below are written instructions on enhancement functionality.  Also, an online video tutorial can 
be viewed, by clicking here.  

 

1. From the ACT FIND window; click on 
the CREATE NEW DOCUMENT button.  
Once the ACT MAIN FORM opens, 
enter the appropriate DOCUMENT 

REASON and EFFECTIVE DATE.   

 

The DOCUMENT SUBGROUP button is 
located in the lower right hand corner of 
the ACT MAIN FORM.  

 

Note:  If the Document Subgroup 
Option is required, based on the 
document reason selected, the 
DOCUMENT SUBGROUP button will be 
active. 

 

 

Note:  If the Document Subgroup 

Option is required and the DOCUMENT 

SUBGROUP OPTION form has not been 

completed before saving on the ACT 

MAIN FORM, this error will display.  

Click OK; proceed to complete the 

DOCUMENT SUBGROUP OPTION form.  

 

 

Caution:  It is essential that the DOCUMENT 

REASON field be populated prior to clicking 
on the DOCUMENT SUBGROUP button.   

 

http://main.uab.edu/Sites/it/documents/68213.pdf
http://main.uab.edu/Sites/it/internal/faculty-staff/adminsystems/66631/
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2. Click on the DOCUMENT SUBGROUP button; a form similar to the one below will display. Click 

on the LOV for a listing of available options for the selected document reason. 

  

3. Select the description that best 

explains the nature of the 

transaction. Click on the OK 

button.   

 

 

 

 

 

 

 

4. Once the DOC SUBGROUP field is 

populated, click on the SAVE 

button to return to the ACT MAIN 

FORM.   

 

Warning:  If you change the DOC 

SUBGROUP field after the initial save in 
step 4, you must re-save in order to 
commit your change.  
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5. Click on the SAVE 

button at the bottom of 

the ACT MAIN FORM. 

 

 

Note: The DOC SUBGROUP 

field can be changed as 

long as the DOCUMENT 

STATUS is “OPEN” by 

repeating step 3 and 4. 

 

6. Proceed to complete 

the ACT document as 

necessary. 

 

 

 

Note:  If the Document Subgroup Option 

is not required, based on the document 

reason selected, the DOCUMENT 

SUBGROUP button will be inactive.  

 

 

Proceed to Save and complete document 

as necessary. 
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Approval Notifications 

 

ACT documents submitted into 

workflow prior to September 10, 2009 

the document subgroup button will 

display. 

 

End User and Central Administration 

approvers will see the document 

subgroup button when accessing the 

document from the UAB ACT FORM link 

on the approval notification; however, 

the DOCUMENT SUBGROUP OPTION form 

will be disabled, as shown below. 
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ACT documents submitted into 

workflow on or after September 

10, 2009 the document subgroup 

button will display.  

When accessing the document 

from the UAB ACT FORM link in 

the approval notification, if the  

DOCUMENT SUBGROUP form was 

required, a checkmark will 

appear in the DOC SUBGROUP 

checkbox.  

 

 

 

 

 

 

 

The End User Approval path can view 

the selected description by clicking on 

the DOC SUBGROUP button.  If the 

description selected is not appropriate, 

the document must be returned to the 

requestor and corrected.  

 

 

 

 

NOTE:  There is no change to the Central Administration Approval Path.  

 

Return to Top 


