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How to use the Action Request Page with the AWE
Role: Approver

Use  When there is an incident that requires information to be routed to another user
with and without a form, the Action Request Page along with the Approval
Workflow Engine (AWE) will be utilized in Direct Access.

The approver will take the following actions:
Pages e Action Request Page
o Category — Select the Work Life Program
0 Actions — Specific to each Work Life Program

NOTE: See Appendix A for all applicable actions for each Work Life Program

Step Action
1 | The approver will automatically receive an email from the initiator
with a link to the page for review and actions.

You can take the following steps to access the transaction:

e From the auto email, click on the hyperlink in the email and/or
follow Step 2 to Review Transactions:

NEIE]
Eeply | gReply o Al | (4 Forpard | AR AT T Iy ] |

Eile Edn yew oeert Fpremal  Took  actons Mol Adobe POE

Frome  usgphbiaphoungral.cork.co - Seet: Th BS[010 12:15 P4
Tt Kok, Kedy TR

(-
Suboct:  ACTION REQUEST - Incidork Ckrre.

RMS EXT (GBL).CG ACTH REQUEST.GHL?
ADVOCACY PROGRAMACG ACTION=CLOSINGAOPRID=1112A504580 NUNS=

You can Approve, Pushback or Deny (see further steps below).

Category FAMILY_ADVOCACY_PROGRAM

Action CLOSING Sequence Number 1
Initial Route ID 1112850

Incident Nbr (00000019

Incident Date 07/23/2008

Comment

1= |

Approve Push Back Deny

Closing Approval

=~ CG Health and Safety Approval Process:Pending (2 ViewiHide C

One Approval Level




User Guide_ AWE (Approver)

Step Action

2 | The approver can Review Transactions by navigating to “Manager Self Service” from
the Enterprise Menu

Enterprise Menu =

[#Define Business Rules

[+ Develop Workforce
[#Administer Workforce
[#Monitor Workplace

[#3elf Senvice

[#Direct Access PeopleTools
[#Human Resources
[#Manager Self Senice |
[#Workforce Administration
[#Global Payroll & Absence Mgmt
[#Warkforce Monitaring
[#3et Up HRMS
[#PeopleSoft

[#My Content

[#\Waorklist

[#Tree Manager

[#|Reporting Tools
[#PeopleTools

-Fun a Query

-Browse Workspaces
-Change Wy Password

=My Personalizations

=My System Profile

-y Dictionary

=My Feeds

e Click on the Review Transactions hyperlink

=lw
| MainMenw>-_________________________________________________
ﬁ] Manager Self Service

Mawigate to =elf service information and activities for people reporting to you.

ﬁ Review Transactions
Review transactions that yvou have submitted
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On the Review Transaction page, select the drop down list to review the Transactions.
The options are:

> All

» | have approved
» | have denied

» | have submitted

Click the Refresh button and the results will appear:

Review Transactions

Laurel Shuster Jarvis

This page allows you to view the status and relevant information for any transaction you either submitted for approval or
have reviewed yourself. For each reguest you can get detailed information by selecting the hyperlink.

Transactions: Pending my review | [ Refresh
All
CU g E R ED BT | have approved
) | have denied
Transaction Hame | have submitted
FAP Determination §
Transaction Details

Find First K1 4.7 of 7 I3 | ast
itted For Submitted On Thread Status
it Reguer 2/28/2011 - 9:31 AM Pending ApproveiDeny

Action Category Initiator Approver Sequence Number
DETERMIMNATION FAMILY_ADVOCACY_FPROGRAM 2067316 2021861 2
Transaction Name Submitted By Submitted For Submitted On Thread Status
FAP Transfer Ronit Reguer Ronit Reguer 20252011 - 11:30 AM FPending Approve/Deny
Transaction Details:
Action Category Initiator Approver Sequence
TRAMNSFER FAMILY_ADVOCACY_PROGRAM 2067316 2021861 2
Transaction Name Submitted By 5 d For Submitted On Thread Status
FAP Closing KELLI BARMES KELLI BARMES 12/30/2010 - 8:02 AM Fending Approve/Deny
Transaction Details
Action Category Initiator Approver Sequence Number
CLOSING FAMILY_ADVOCACY_PROGRAM 1122771 2021861 X

Click on the Approve/Deny hyperlink next to a Transaction you wish to take action.

Action Request Page
Submit Action Request

Empl ID 2067316

Hame Reguer,Ronit D

Category FAMILY_ADVOCACY_PROGRAM

Action DETERMINATION Sequence Number 2
Initial Route ID 2021861

AWE Detail Keys

Incident Nbrl‘l 0000442
AWE Details

Incident Date 02/28/2011

Comment

Customize | Find | B | First BN 4 of 4 I3 | gst

Description View Attachment

1 View Attachment
Add Attachment

Save | | Approve | | Push Back | I Deny

Submit for Approval

~— CG Health and Safety Approval Process:Pending ¢ ViewHide Commenis
Approval Level 1

Pending
G) Laurel A4 Shuster Jarvis
Wims Intial Approver

=
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Step Action

3 | To view comments on the transaction, click the View/Hide Comments
link in the CG Health and Safety Approval Process box.

Category FAMILY_ADVOCACY_PROGRANM

Action CLOSING Sequence Number 3
Initial Route ID 1112850

Incident Nbr [00015131

Incident Date 10/18/2002

Comment =

Approve Push Backl Deny |

Closing Approval

= CG Health and Safety Approval Process:Approved ( (2 viewHide Cn@
One Approval Level

iatanabe
er

4 | To Approve a transaction:

e Enter any notes in the Comments field. You must do this first.
You will be unable to add comments after approving the
transaction.

e Click on the Approve button

Category FAMILY_ADVOCACY_PROGRAM

Action CLOSING Sequence Number 3
Initial Route 1D 1112850

Incident Nbr [00015131

Incident Date 10/18/2002

‘Comment =
E
Approve Push Back Deny
Closing Approval
~ CG Health and Safety Approval Process:Approved ()ViewHide Comments

One Approval Level
Approved

8/5/201 M

Once the system finishes “Processing”, the following items will occur:

e The CG Health and Safety Approval Process changes from the
Pending status to the Approved status.

e The initiator will receive an auto generated email informing them
of that the transaction has been Approved.

B ACTTION REQUEST - Approved for Incident OC UNCLASSIFIED NEEY
“aReply | C@Reply to All | £ Forward | & Mw S X ¥ -K| @ B
Eile Edit Wiew Insert Format Tools  Actions Help  adobe PDF

From:  ucgphte@hostingmail. corio. com Sent:  Thu 8/5/2010 5:30 P
To: Kalus, Kelly CTR

Ca

Subject:  ACTION REQUEST - Approved for Incident 00015131

L transaction you submitted to 1112850 Clinton Watanabe for Incident 00015131: d

FAMILY_ADVOCACY_PROGRAM
CLOS ING

has been approved.
To review the transaction, plesss click the link belowm:
hrtps://ep-dev.direct-acceas.us/pap/ UCGPED2/EMPLOYEE/HRMS/ ¢/ CG HRMS EXT (GBL].CG ACTH REQUEST.GEL?

Page=CG ACTN REQUESTgAction=UEMPLID=1113016&CG CATEGORY=FAMILY ADVOCACY PROGRAMECG ACTICN=CLOSINGSCPRID=111285063EQ NUMS=
3
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Step

Action

After the Approval, the Incident will automatically be updated as follows:

e Action = Closing: A Date Closed will be auto updated and removes the

Assignment Flag.

{ Claim Details

Navigation: Manage Case > Enter Incident # > Search

Claim Number:

*Date Opened:

00095288

I1UI18.~’2002 [5]

Date Closed:

EmpliD:

Incident Number:

" Pending ™ Approved © Denied ¢ Withdrawn

|'1E|85922 Q

¥ Investigated

IUUU‘15‘131 @, Incident Date: 10/18/2002

Appeal Data
Type: Family Adv
Location:
State:
Country: US4 United States
P = ysa
B save | £\ Return to Search | [=] Notify | S Add |

e Action = Transfer: The Reported By Emplid will be populated with the new
“case” worker.

Navigation: Incident Details > Incident # > Search > Notification page
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[ Incident Notification ' Description j  People

Incident Number: 00020057 Date: 02/20/2009 Family Advocacy

Date Reported: IM El
Time Reported: l—
Reported To EmpliD: [ a
Reported By EmplID: [1182540 Q
Reported By Non-EmpiD: [ Q

Date Recorded: |'1 1/24/2009 [31)
Time Recorded: I

S save | 2\ Return to Search | +E Previous in List | +E] Mext in List | [=] Notify | Es Add | Update/Dizplay

Note: Substance Abuse Program (only): Once the originating CDAR, the initiator, has
transferred the Incident and it is approved, the initiator will no longer have access to the
Incident.
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Step Action

5 | To Push Back a transaction:

e Enter any notes in the Comments field. You must do this first.
You will be unable to add comments after approving the
transaction.

e Click on the Push Back button

Incident Date 05/25/2004

Comment :I

Approve Push Back DCeny

Closing Approval

< CG Health and Safety Approval Process:Awaiting Further Approvals (5 subide

Comments

One Approval Level

Information Request
Montgomery. Simone S
Information Request

e After the system finishes “Processing”, the following items will
occur:

e The CG Health and Safety Approval Process status changes
from “Pending” status to “On Hold” and sends an Information
Request to the initiator.

e The initiator will receive an auto generated email informing them
of them that the Action Request is “On Hold” and requires more
information.

B ACTION REQUEST - Pushback for incident OC UNCLASSIFIED ETE
Beply | lPeply to A | g Forward | Al B x +-2-4 01
Elle Edit Wew [mert Format ook Actors el adobe POF

Fromi  ucgobtahostingrmal.con.co i Serk: Th BISE0I05:57 M
i Keahas, Keby CTR

inton Vatansbe for incident DODLS00F bas been pushed back te you for revision, =]
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Step

Action

6

To Deny a transaction:

Te

B ACTION REQUEST - Transaction Denled for 1 UNCLASSIFIED axt) SETET
“aFeply | ClReply o ANl | G Forward | o 2y By X e-v-2 001
Elle Edit View [nsert Fgrmat Took Actions Help  sdobe POF

Frome  uogphlEdlenstiogmal. coria.com Serd:  Th 8/5/2010 6:54 PM

[}
Subject:  SCTION REQUEST - Transaction Denled for Incdent 00018009

Enter any notes in the Comments field. You must do this first.
You will be unable to add comments after approving the
transaction.

Click on the Deny button

After the system finishes processing, the CG Health and Safety
Approval Process changes from “Pending” status to “Denied.”

Action cLOZING sequanca Numbar 4
Witial Rowte 10 1442050

IL\Iu"_I||,.,_—

mcidiend Dale 05252004

Commen |1 M NSt gaing 1o allew tis incicent 1o be closed at this time,

[ ]

Approe Push Bacs | Dany

Closing Approval

~ CG Health and Safety Approval Process:Denied
Cne Appraval Level

The initiator will receive an auto generated email and in their
Review Transactions informing them of them that the Action
Request has been denied.

Note: The initiator will not be able to Resubmit, and
instead would be required to initiate a new Action
Request.

Kb, Vely CTR

[The transmetion ees
Transaction Typ
FARILY_ADVOCACY_PROGRAT
CLOSING

queat you routed to 1112850 Clinton Watanabe for incdident OD0D14000 has been denied. =]

PDI/ENPLOYEE/HRMS/c/CC HRMS EXT (GBL) .CG ACTH REQUEST.GEL?
BO166CG CATEGORY=FANILY ADVOCACY PROGRANECG ACTIONSCLOSINGEOPRID®11120506SEG NUNSe
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Appendix A — AWE Actions by Program

AWE File Attachment

Incident Report

Transfer Incident

Determination Report

Closing

Family
Advocacy

X

X

X

X

Substance
Abuse

Sexual Assault

Employee
Assistance
(EAP)

Critical Stress
Management
(CISM)

Victim Witness

Workplace
Violence

Special Needs
(EFMP)
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