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

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:
¢ Incident Component > People page = Generate Forms (optional)
e Action Request Page

o Category — Select the Work Life Program

o Actions — Specific to each Work Life Program

Step

Action

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

Worklife Program

Incident Details

Manage Case

Add/Modify Non-Employvee Emplovee Incident Summary

Wember Flag Details

Work-Life User Guides Office of Work-Life

Worklife Reports

Incidents Without Close Dates  Case owner Incidents Report

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

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

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

e Click Look Up.

Add Action Request Look Up Category

Add a New Value Search by: Category begins with
Category:| Q Look Up | Cancel |Auvancen Lookup
Action: | Q Search Results

1of1

Add FAMILY ADVOCACY PROGRAW

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

Add Action Request

Add a New Value

CatEQOW:IFAl'v'llLY_ADVOCACV_PROGR‘\M Q
Action: | Q

Add

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.

Look Up Action
Search by: Actionbegins with

Look Up | Cancel |_ﬁ,dv3ncgd Lookup

Search Results
12of3

=

clion
LOSING

DETERMINATION
TRANSFER

Add Action Request

Add a New Value

CEIEQOW:IFAMILY_ADVOCACY_PROGRAM Q

Action:  [CLOSING Q

Add

Click on the Add button
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To select the approver, complete the following fields:

e Initial Route ID - Select the magnifying glass icon and select

an approver from the presented list.

Action Request Page - Prototype

Submit Action Request

EmpliD 1118016

Name

Category FAMILY_ADVOCACY_PROGRAN

Action CLOSING Sequence Number

Initial Route ID | Q Get Details
Lock up Initial Route 1D (Al+5)

Incident Nbr | Q

Incident Date

‘Comment

Siiml

Save

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.

Look Up Initial Route ID

Search by: User IDbegins with

Look Up || Cancel | svanced Looup

Search Results
1-40f4

UserID EmpNID Empl Red Nbr Business Unit Name Last Name First Name Employee Classification Payroll Status Company Department Job Codi
1089208 10892080 OFECG James Green GREEN JAMES Q Retw/Pay ACG 003333 000096
1089208 1089208 1 CIVCG James Green GREEN JAMES CIv Active ACG 010335 630088
1112850 11128500 CIVCG Clinton Watanabe =~ WATANABE CLINTON CIV Active ACG 010246 630087

202186120218610 CIvVCG Laurel Shuster Jarvis SHUSTERJARVISLAUREL  CIV Active ACG 007970 630085
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5 Select the associated incident for the Action Request:

Action Request Page - Prototype
Submit Action Request

Empliny (IR AT
Nama

Catagary
Acwon CLL G Sequance Number
Irinal Reanta I 1112850 Q Gat Details
wewenenee| @
Incident Date

< 1l

Look Up Incident Nbr
Search by: Incident Number begins withl

LOOKUpl Cancel | Advanced Lookup

Search Results

View All 1-100 of 165 |I| Last
incident Number Incident Date |
00000019 07/23/2008
000005840 09/26/2008
00009808 04/23/2008
00010548 01/11/1994
00014333 0117/2001
00014734 111312001
00015131 10/18/2002

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

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

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

e 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.

‘Comment

|
|

customize | Fing | view All | B First (4] 1 or4 D] Last
Description View Attachment

1 CG_WIMS_5488_Incident_70000008 View Aftachment

Add Attachment

Save

Action Request Page - Prototype
Submit Action Request

EmpliD 1118016

Hame

Category FAMILY_ADVOCACY_PROGRAM

Action CLOSING Sequence Number

nitial Route 1D | 1112850 Q __GetDetals |
Incident NbrlUUUUUU19 Q

Incident Date 07/23/2008

Comment |The Member has completed the Corrective Actions, and the Case is ready to be Closed. Please review and Approve or take ;l
other actions. Thanks! Kelly _I

Save

e Click on the Save button.
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After the system finishes processing, the following changes will
occur:
e 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.

T

Closing Approval

~ CG Health and Safety Process:Pending - VherwiHide Comments
Oeve Apprerval Level

1118016 of H52010 - 12:14 P
The Member ias comphetd Te Comrecie ACons, and Te Case S ready 10 be CIosed. PIEISE redew
and ApDrow of Eakie ST0F ACoNS. Thanks | Kelly

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

B ACTION REQUEST - Submitted for 00000019 UNCLASSIFIED
wlephy | Rk Al G F | dr Nk e-v-N 0l
Ple [ Yew jeart Fome Toob  pcters ek s BOF

Serw: ThuBEfRI0 LIS

e Toreview 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.

st R
e

]

The approver will be sent an email to review and take the necessary
actions (Approve/Deny/Push Back).

TI0M BECGLEST - Incldont Closur - Mosss UNCLASSIFIED
b AT B SR e K
Bl B3 Jow bost Fgmat Tok fcione bop Adhe EOF

o gt S The BSETIT 515
Ta Kk ek CR

[
Stk ACTONFEUET - bt Comrn.
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The initiator can Review Transactions by navigating to Self Service

[> Direct Access PeopleTools
I» Retired Self Senice

[> Develop Workforce

[» Administer Workforce

[» Monitor Warkplace

I» Define Business Rules

[» Direct Access Self Service
[ Workforce Administration

[ Global Payroll & Absence Mgmt
[ Workforce Monitoring

[> SetUp HRMS

— Change Ly Password

Retired Self Service

Navigate to your self service information and activities. i}

Navigate to your self service information and activities.

E" Review Transactions = - :
Review transactions that you submitted for approval = Review Transactions

éi/ Review transactions that you submitted for approval

e Click on the Review Transactions hyperlink

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:

Click on the View Details hyperlink next to a Transaction you wish to
review.

Review Transactions

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 request you can get detailed information by clicking the hyperlink.

Transactions: All ;I Refresh |

Approval Transactions

Customize | Find | Vi 1 | First [ 10f1 [ Last
Transaction Name Submitted By Submitted For Submitted On Transaction Status

FAP Closing 8/5/12010- 1214 PM Pending View Details
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e To add more information and comments on a “Pending” action for the
approver to review do the following:

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

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

comment [hey ! still see that this is Pending, can you please review and tak action... ;l
Save

Closing Approval

= CG Health and Safety Approval Process:Pending (2 ViewHide Comments
One Approval Level

Pending

@ nto Vatanabe

Wims Inial Approver

[~ Comments
1118016 at 8/5/2010 - 12:55 PM
hey | still see that this is Pending, can you please review and tak action
1118016 at 2/5/2010 - 12:14 PM

The Member has completed the Corrective Actions, and the Case is ready to be Closed. Please review
and Approve or take other actions. Thanks ! Kelly

10

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

B ACTION REQUEST - Approved for Incident OC UNCLASSIFIED NEE
FaReply | ClReply to All | (3 Forward | & B2 [ | ¢ [ (3 X | 4-9-A | @ )
Eile Edit Wiew Insert Format Tools actions Help Adobe FDF

From:  ucgphte@hostingmail.corio, com

To: Kalus, Kelly CTR

(=

Subject:  ACTION REQUEST - Approved for Incident 00000019

Sent:  Thu 8/5/{2010 4:48 PM

& transaction you submitted to 1112850 Clinton Watanabe for Incident 00000019: =]

FAMILY ADVOCACY PROGRAM
CLOSING

has been approved.
To review the transaction, pleass click the link below:

brops://ep-dev.direcc-access. us/ psp/ UCGPPD2/ENFLOYEE/ HENS/ o/ CG HRMS EXT (GEL) .CG ACTN REQUEST.GBL?
Eage=CG ACTN REQUEST&£Action=ULEMPLID=1116016£C6 CATEGORY=FAMILY ADWOCACY PROGRAMECG ACTION=CLOSINGEOFRID=1112850£5EQ NUMS=
1

c

To review, click on the hyperlink in the email, or follow previous Step # 8 to
Review Transactions.

Review Transactions

Clinton Watanabe

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 request you can get detailed information by clicking the hyperlink.

Transactions: Al | Refresh

\Approval Transactions

st[4] 1303 [M Last

W
Transaction Name Submitted By Submitted For Submitted On Transaction Status

FAP Closing 8/5/2010- 12:14 PM Approved View Details
FAP Closing 8/5/2010 - 2:40 PM Denied View Details

FAP Closing Vanessa Bryant Vanessa Bryant 8/5/2010 - 4:39 PM Pending Approve/Deny
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After the Approval, the Incident will be automatically updated on the

Incident page as follows:

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

the Assignment Flag.

Navigation: Manage Case > Enter Incident # > Search

Claim Details
Claim Number: 00095238
*Date Openei: 10/18/2002 [

08/05/2010

EmpliD: 1085922 A James Dixon

Incident Number: 00015131 @ Incident Date: 101812002

Appeal Data
Type: Family Adv
Location:
State:
Country: LS4 United States
r B ysa

" pending ™ Approved ¢ Denied { Withdrawn

¥ Investigated

B save | &L Return to Search | [=] Motify |

E‘+Auu|

e Action = Transfer: The Reported By Emplid will be populated

with the new “case” worker.

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

[ _Incident | Notification {_ Description | People

Incident Number: 00020057 Date: 08/20/2009 Family Advocacy
Date Reported: |1Df23f2009 El

Time Reported: I—

Reported To EmpliD: [ Ta

Reported By EmpliD: [iez5e0 @ FELICE ROTH
Reported By Non-EmpliD: | a,

Date Recorded: I‘IW24—J’2009 ]
Time Recorded: I

& save | £\ Return to Search | 43 Previous in List | +E] Next in List | =] Notify |

Er Add

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

B ACTION REQUEST - Pushback for incident OC UNCLASSIFIED SETET
LpBeply | fReply o All | 4 Forgand | SlrGaX s-e-2 00

Efe [t Yew juert Fgrmat Tools Actons e Adobe BOF

Fromi  icgphbiphoutingmal.cor com Sent: Thu BS{INI05:57 M

Tai Kok, ely CTR

Cet

Subject:  ACTION HEQUEST - Pushback fow ncdent 0016009

& teanasaction you submitted to 1112850 Clinton Uatansbe for incident 00015000 has bren pushed back to you for sevision. =

Transaction Type

FARILY_ADVOCASY PROGEAR
CLOSING

To review this transaction, please click the link below:

GREDE/ENPLOTEE/ HANS/ e/ CO HEMS EXT (GBL) .CO ACTH REQUEST,GHL)
OO CATEGORY=FANTLY ADVOCACY FROGRANECG ACTICH=CLOBINGEOPRID=1112BS0S8F0 NUMS=

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

e Provide additional information by typing in the Comment box.

e Click on the Resubmit button.

Incident Nbr [00016009

Incident Date 05/25/2004

Comment |here is t he additional infarmation your requested, please rejjew and then approve ;l

Save Resubmit

Closing Approval

QV\ewa\de
Comments

— CG Health and Safety Approval Process:Awaiting Further Approvals

One Approval Level

rm.
) Montgomery.Simone S
Information Regquest

I Ci

e After resubmitting, the status is “Pending” — refer to Steps 7 and 10.

Incident Nbr 00016009

Incident Date 05/25/2004

Comment |nere is t he additional information your requested, please review and then approve. o

Save Resubmit

Closing Approval

< CG Health and Safety Approval Process:Pending (2 ViewHide Comments

One Approval Level

Pending

(D) Clinten 1 Watanabe
Wims Intial Approver

' Comment History
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The following will occur if the approver performs a Deny on an Action
Request:
e 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.
B A1 10N REQUEST - Transaction Denled for 1 UNCLASSIFIED  Text) SEIET |
aReply | CReply o All | s Forward | o B rHuX e-o-4 0l

Ele Edit Yiew [nsert Fgrmat Took  Actions Help  Adobe POF

From:  ucgohlédentigmal oo, com Sert:  Thu B/S/2010 &:54 FM
To: Kb, ey CTR
e

Subject:  ACTION FEQUEST - Traraction Derind For Incidant DOD1E00%

nEACT1ON FAQUESE §OU routed to 1112850 Clinten Uatanshe for incdident 00016005 has heen denied. =]

tien Type
ADVOCACY _PROGRAR

ansaction please click the link below:

r ep .1 i/ PLOYEE/MRNS/o/CG HRMS EXT (GBL).CG ACTM REQUEST.GBLY
=C0_LETH REQUESTCAction=UCENPLID=111A0166C0 CATEGORY=FANILY ADVOCACY PROGRARECE ACTION=CLOSTNGCOPREID=11128S053E0 NUNS=

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

Category FAMILY_ADVOCACY_PROGRAM

Action CLOSING Sequence Number 4
Initial Route 1D 1112850

Incident Hbr 00016009

Incident Date 05/25/2004

Comment d
E
Closing Approval
< CG Health and Safety Approval Process:Denied (rView/Hide Comments

One Approval Level

[ Comments
[ Comment History
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