
 
GLOBAL CRUISE QUICK GUIDE 

Instructions for Agency Representatives (AR) and Delegated Authorities (DA) 
 
 

Welcome to Global CRUISE. This Quick Guide introduces some of the basic 
features of Global CRUISE and, beginning on page 7, demonstrates how to 
create and submit a service request to The Department of General Services 
(DGS), Real Estate Services Division (RESD). If you need help, click the 
Contact Us link located under the Log In button for RESD Customer Services 
Manager contact information. After log in, Contact Us is located under HELP on 
the Main Menu. 

 
LOG IN TO GLOBAL CRUISE:  Access the site at:  www.globalcruise.dgs.ca.gov
 

Enter your Email Address and Password.   
Click the Log In button.  

 
 If you have forgotten your password, click the Forgot your password? link located 
directly under the Log In button. 
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GETTING STARTED: 
 
Before performing the Agency Representative (AR) and Delegated Authority (DA) 
functions in Global CRUISE, take a moment to go over some of the features of the 
Global CRUISE workspace so you can effectively navigate the system. 
 
After successful log in, you will see your HOME page (also referred to as your 
Dashboard). Your Dashboard contains two grids to help you manage your requests. 
 
PENDING GRID:  The Pending grid displays requests that require action, as described 
below: 
 
AR Role 

 
 Requests initiated by you that are still in working status and have not been routed to 

a DA for approval. 
 Requests routed to you by another user that require your action (i.e. review). 
 When you select a DA for approval or route a request to another user, the request 

will remain in your Pending grid until the recipient claims it. 
 

DA Role 
 

 Requests submitted to you by an AR that require your approval. 
 Requests initiated by you that are still in working status and have not been routed or 

submitted to RESD. 
 Requests routed to you by another user that require your action (i.e. review and/or 

approval). 
 When you approve and submit a request to RESD or route a request to another 

user, the request will remain in your Pending grid until the recipient claims it. 
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TRACKING GRID:  The Tracking grid contains requests that you are monitoring: 
 
AR and DA Roles 
 

 When you route a request to another user, select a DA to approve a request, or 
submit a request to RESD, the request will automatically move from your Pending to 
your Tracking grid when the recipient claims it. 

 Add requests to your Tracking grid using one of two options:  
 Click request ID to view a request and click Tracking on the Request Menu. 
 From the Search Results grid, click the icon under the Track/Remove 

column for the request you want to add. 
 

 Remove requests that you no longer want to track by using the Track/Remove 
function on your Tracking grid or the Search Results grid (scroll to right). 
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MENUS:  Global CRUISE utilizes three different menus to access various functions: 
 

Main Menu (HOME, REQUEST, ANNOUNCEMENTS, USERS, HELP AND LOG 
OUT):  Located directly under the Global CRUISE header, this menu provides 
access to your Dashboard as well as functions to begin or search for a request, 
manage user accounts, display announcements and obtain help documentation. 

 

 
Request Menu (Summary, Routing, Status, Notes to File and Staff 
Assignments):  This menu is displayed when viewing a request and provides 
functions and commands to view, route, change an attribute of or record information 
about a specific request. 

 

 
 When viewing a request, the Request ID, Request Type, Street Address and County 
are displayed between the Main Menu and the Request Menu to identify the request. 
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Left Navigation Menu:  This menu appears on each step (page) when you begin a 
request and displays a list of the sequential steps required to complete the request. 
The list of steps is displayed in two colors and fonts: 

 

 
 Blue indicates steps that have already been completed. You may revisit any 

step that is a blue link in the Left Navigation Menu at any time should you 
need to review or modify your data. 

 Black indicates steps that you have not completed. 
 Italic designates the step you are currently on. 

 
 Each step in a request consists of a question or group of related questions. 
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BEGIN A SERVICE REQUEST 
 
1. From any page, hover your cursor over REQUEST on the Main Menu, and click 

Begin Request. 
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2. Select an Agency:  If your agency (and sub-agency, if applicable) is different from 

what is displayed, use the dropdown list to make a selection. 
 

3. Select a Category:  Select the type of service your agency requires. Then scroll 
down the page to view request types. 

 
 If unsure, select a category and scroll down to see its associated request types. If 
you don’t find what you need, select another category to display its associated 
request types. 
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4. Select a Request Type and click the Next button. Only a single request type can 

be selected for each request. 
 

 Data entered on each step (page) is saved when the Previous or Next button is 
clicked. After 15 minutes of inactivity, a warning is displayed that your session is 
about to expire. Interact with the system (click a button to load a new page), and 
your data will be saved. 
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5. Continue completing the steps (pages) that follow, and click the Next button on 

the bottom of each page. 
 

If the Next button is clicked and you are returned to the top of the same page, scroll 
down the page to verify that entries were made for questions requiring answers (they 
will be flagged with a message in red). 
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Note: If you are a DA creating this request, skip to page 12, number 7. 

 
6. The Select Approver step is the final step. Select a Delegated Authority from the 

dropdown list, add a routing comment (optional) and click the Finish button. 
 

The routing comment will appear in the notification email sent to the DA and in the 
Routing History under Routing. 
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Note: If you are an AR creating this request, skip to page 13, number 8. 
 
7. As a DA, the Select Approver page gives you three options. Select an option, add 

an optional routing comment and click the Finish button. 
 

The routing comment will appear in the notification email sent to RESD and in the 
Routing History under Routing. 
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8. The Confirmation page displays as validation that the request was submitted to 

RESD. Your request can be viewed in the Pending grid on your HOME page 
(Dashboard) until the recipient claims it. Once claimed, the request will appear in 
your Tracking grid. 

 
 Click the request ID in your Pending or Tracking grid to view the request. 
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QUICK SEARCH 
 
To find a single request, use the Quick Search field located in the top right-hand corner 
of the screen. Enter the request ID and click the magnifying glass icon. 
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SEARCH FOR REQUESTS 
 
1. From any page, hover your cursor over REQUEST on the Main Menu, and click 

Search. You will be redirected to the Search for Service Requests page. 
 
2. Enter search criteria in one or more fields. Additional fields are available under the 

More Search Options link.  
 
3. Click the Search button. The results display in the Search Results grid at the 

bottom of the page.  
 
4. To view a request, click ID for the request you want to see. 
 
5. To add a request to your Tracking grid from the Search Results grid, click the 

Track/Remove icon for the request you want to add. 
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ALTERNATE ROUTING 
 
This feature is used when a Global CRUISE user needs to route a request outside of 
the regular process flow; for example, when an AR needs to route a request to another 
AR.  
 
Click Routing on the Request Menu. Under Route Request, select a recipient from 
the dropdown list and click the Send button. The recipient will receive an email alert, 
and the request will be displayed in their Pending grid. 
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NOTES TO FILE 
 
On the Request Menu, click Notes to File to add notes to a request or to read other 
users’ notes. An agency’s Notes to File are available only to users of that agency. 
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CUSTOMIZE YOUR GRID FEATURES 
 
These features allow you to manipulate requests in your grids and to customize the 
layout of the columns. 
 

Sort by Column:  Requests within a grid can be sorted by a column. Right click on 
the column name to see a dropdown list of options that include ascending and 
descending. Left click to select an option. 

 

Resize or Reorder Columns:  Columns can be resized or reordered to suit your 
needs. Place the cursor left of the column name that you want to reposition. A two-
way arrow is for resizing the column. A four-way arrow allows for the column to be 
moved. Both are done by dragging and dropping while staying within the header. 

 

Hide or Display Columns:  Select the columns you want to display in a grid. Right 
click on the column header and select Columns. Select the checkboxes for the 
column names you want to display. 

 

Scroll to View Columns:  Use the horizontal scroll bar to view all columns that are 
displayed in a grid. 

 

Define Grid Page Size:  Define the number of requests to view in a grid using the 
page size field. You can choose to view all requests in the grid on one page with a 
vertical scroll bar or you can choose to view multiple pages. 
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