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

 
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 initiator will take the following actions:   

Pages • Incident Component > People page  = Generate Forms (optional) 
• Action Request Page 

o Category – Select the Work Life Program  
o Actions – Specific to each Work Life Program  

 
Step Action 

1 From the Portal, select the hyperlink Add Action Request to initiate 
the request.  

 
 

2 On the Add Action Request page, select the Worklife Program 
(Category) and the Actions that are applicable:   

• Click on the magnifying glass icon to select the Category 
(Work Life Program). 

• In the Search by box, type the first word or few letters of the 
Work Life Program. 

• Click Look Up. 

     
• Select the desired Work Life Program by clicking the 

hyperlink.  
(Note: If you do not see the Work Life Program, then contact your 
security administrator for the proper roles and permissions) 
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Step Action 

3 On the Add Action Request page, do the following to add the Action:  
 

 
 

• Click on the magnification glass icon to select the Action. 
Actions are specific to each Work Life Program.   

 
Chose the action by clicking on the hyperlink for the desired program. 
 

 
 
 

 
 

• Click on the Add button 
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Step Action 

4 To select the approver, complete the following fields:  
 

• Initial Route ID - Select the magnifying glass icon and select 
an approver from the presented list.  

 

 
 
If the person you wish to route the action is not on the list contact your 
security administrator. If they are, continue by selecting the User ID 
hyperlink for the approver.  
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Step Action 

5 Select the associated incident for the Action Request:  

 
 

• Incident Nbr – Either type in the incident number or select the 
magnifying glass icon and select the desired Incident number 
from the presented list. 

   

 
 

• Select the Incident Number hyperlink. If the Incident is not on 
the list that is presented or you don’t have the incident number, 
return to the instructions on “How To Add an Incident” to either 
add an incident or search for the incident number related to the 
action you wish to perform.   
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Step Action 

6 • After entering the Incident Nbr, click the Get Details Button to 
automatically populate the AWE Details.  

• Enter any Comments you wish to send to the approver in the 
Comment window.  

• Add Attachment (if applicable): Select the Add Attachment 
hyperlink (refer to Step 1, Form Generation).  

Note: Not all Actions will have the capability to Add 
Attachments. 

 
 

 
 

• Click on the Save button. 
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Step Action 

7 After the system finishes  processing, the following changes will  
occur:  

• The CG Health and Safety Approval Process window appears 
at the bottom of the page with a box displaying the approver 
Name and that it is in the “Pending” stage.   

 

 
 

• The initiator will receive an automatically generated email to 
confirming their submission.  

 
 

• To review the status of the Action when you receive the email. 
Simply click on t he hyperlink in the email (also refer to Step 
11 to Review Transactions).  

 Note: If you are not logged into Direct Access, you will be taken to 
the log in screen first, then directly to the transaction. 

 
 
The approver will be sent an email to review and take the necessary 
actions (Approve/Deny/Push Back).  
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Step Action 
8 The initiator can Review Transactions by navigating to Self Service 

 

 
 

        
 

• Click on the Review Transactions hyperlink 
  

On the Review Transaction page, select the drop down list to review 
the Transactions. The options are:  

 All 
 I have approved 
 I have denied 
 I have submitted 

 
Click the Refresh button and the results will appear:  
  
Click on the View Details hyperlink next to a Transaction you wish to 
review.  
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Step Action 

9 • To add more information and comments on a “Pending” action for the 
approver to review do the following:   

 
• Type the additional Comment in the box, and click Save.  

 
• To review Comments, click on the View/Hide Comments hyperlink.  

 

 
 
 

10  Upon Approval, an email will be sent to the initiator. 
 

 
 
To review, click on the hyperlink in the email, or follow previous Step # 8 to 
Review Transactions.   
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Step Action 
10 After the Approval, the Incident will be automatically updated on the 

Incident page as follows:  
 

• Action = Closing: A Date Closed will be auto updated and removes 
the Assignment Flag.  

 
Navigation: Manage Case > Enter Incident # > Search 

 
 

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

 
Navigation: Incident Details > Incident # > Search > Notification page 

 
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 
11 The following will occur if the approver performs a Push Back on an Action 

Request:  
 

 
 

• Click on the hyperlink in the email, or Review Transactions  
            (Refer to Step 8) to review.    

• Provide additional information by typing in the Comment box.  
• Click on the Resubmit button.   

 

 
 

• After resubmitting, the status is “Pending” – refer to Steps 7 and 10.  
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Step Action 
12 The following will occur if the approver performs a Deny on an Action 

Request: 
• 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 the request, 
and instead would be required to initiate a new Action 
Request.  

 
 

• Click on the hyperlink in the email to review the Action, Comments, 
and Comment History. Refer to Step 8 to Review Transactions.    
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