
 

Accountability and Compliance Requirements are used when creating and approving orders and transfers. 

Authorized users can configure (define) accountability and compliance requirements by adding, editing, and 

inactivating the requirements. 

1. Click the Admin & Settings link in the 

navigation menu, then click the Define 

Accountability/Compliance Requirements 

button in the Order Management section of the 

Admin & Settings page. 

 

 
 

2. The page displays the previously defined 

accountability requirements.  

 

 

 

3. To edit the number of days a user can go 

before completing an 

accountability/compliance submission, click 

the Edit icon ( ), make the changes, and 

click Save. 

 

4. To add a new accountability/compliance 

requirement, click the Add button. Enter a 

description for the requirement and the 

number of days in between submission 

requirements. Click Save. 

 

 
 

5. To view the inactivated defined 

accountability requirements, click the 

Include Inactive check box. 
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