?,ACARDINALW Cardinal Job Aid

Workflow Reassignment - Workflow System Administrators

About Workflow Reassignment

In Cardinal, all transactions for Purchase Orders, Vouchers, Journals and Expense require
approval based on business rules. Sometimes these items may need to be moved from one
approver to another by the Workflow System Administrator.

There are three scenarios when items need to be moved:

e Approver is out unexpectedly and items need to be moved to another approver

e Approver plans to be out for an extended period of time and items need to be routed during
this time

¢ Inrare cases, if no approver is found that meet the business rules for the transaction, they
route for reassignment

In cases where items need to be moved, Cardinal provides a Workflow Reassignment page.
Workflow System Administrators use this page to move transactions as needed. Transactions
can be moved to any alternate user that is assigned to the business unit of the transaction and
who has approval role(s) for the transaction. All or any selected transactions can be moved at
one time.

Fa\.ﬂ:‘u'r'rtes i Mainyenu Enterprice Components > Approvals > Approvals > Admin Approval Reassignment

Administer Apprvl Reassignment

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300):; |300

Search by: IUser ID =] begins witt]|faith]

™ Case Sensitive

| Search |.L.-j'-;a|'n:euj Search

1 Navigate to Admin Apprvl Reassignment page using the following path:

Main Menu > Enterprise Components > Approvals > Approvals > Admin Approval
Reassignment

2 Enter the approver User ID.
3 Click the Search button.
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4 CARDINAL

Home | ‘Workist | AddtoFavortes | Signout
Favgrites Main Menu > Enterprise Components > Approvals > Approvals » Admin Approval Reassignment

'WF Reasignmenti/Alt Opr ' Revoke WF Reassignment )

& New Window @He\p I?Custom\ze Page %hnp

Approve ID: FAITHMITCHELL

Primary BU: 50100

Mitchell, Faith (vDOT)

SelectAll DeselectAll Reassign To: @,

Pending Transaction Summary

Customize | Find | v

4] =
First 1-2 of 2 Last

Select  Process ID Process Name EIETEE DOECET oo Reassign To Hame
Unit Count
r ERApproval Expense Rpt Approval Process 50100 2|Details.. \
r VoucherApproval Voucher Approvals 50100 30 Details. ‘ Q

Alternate User

Alternate User ID: | @,
Primary BU
From Date: 5 To Date: [5]

|E save |G Retum toSearch | | =] Notity |

'WF Reasignment/Alt Opr | Revoke WF Reassignment

4 In this example, this user has both pending Expense and Voucher related items on their Worklist.

| CARDINAL

Home | Workist | AddtoFavorites |  Signout
Favovrkes Main'Menu » Enterprise Components > Approvals > Approvals > Admin Approval Reassignment

WF Reasignment/Alt Opr  Revoke WF Reassignment )

0 New Window ®He\p Custum\LePage Ehnp

Approve ID: FAITH.MITCHELL

Primary BU: 50100

Mitchell, Faith (vDOT)

SelectAll Deselect All ign To: Q

Pending Transaction Summary

<l =
First 1-2 of 2 Last

Select  ProcessID Process Hame Cefress ot

= e Details... Reassign To Name
r ERApproval Expense Rpt Approval Process 50100 2| Details. \ Q
r VoucherApproval |Voucher Approvals 50100 30| Details ‘ Q

| Alternate User

Alternate User I0: | @,
Primary BU
From Date: ] To Date: [+

[5) save | [5r Rewmto Search =] Notity |

WF Reasignment/Alt Opr | Revoke WF Reassignment

5 This page also contains a section to enter an Alternate User for future dated items.
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4 CARDINAL

Favgrites Main Menu > Enterprise Components > Approvals > Approvals » Admin Approval Reassignment

'WF Reasignmenti/Alt Opr Revoke WF Reassignment

Approve ID: FAITHMITCHELL
Primary BU: 50100

Mitchell, Faith (vDOT)

Home | ‘Workist | AddtoFavortes | Signout

& New Window @He\p I?Custom\ze Page %hnp

SelectAll DeselectAll ignTo: [JOHNHAYS ] Hays, John L. (VDOT)
Pending Transaction Summary Customize | Find | view 211 BV | 5 First Kl 92 072 I Last
Select  Process ID Process Name EIETEE DOECET oo Reassign To Hame
Unit Count
r ERApproval Expense Rpt Approval Process 50100 2|Details.. JOHN.HAYS @, |Hays, John L. (VDOT)
r VoucherApproval Voucher Approvals 50100 30 Details. JOHN HAYS Q Hays, John L (VDOT)
Comments

Alternate User

Alternate User ID: | @,
Primary BU

From Date: 5 To Date: [5]

|E save |G Retum toSearch | | =] Notity |

'WF Reasignment/Alt Opr | Revoke WF Reassignment

6
person.

| CARDINAL

Entering a name into the Header Reassign To field automatically populates all transactions to that

Favovrkes Main'Menu » Enterprise Components > Approvals > Approvals > Admin Approval Reassignment

WF Reasignment/Alt Opr Revoke WF Reassignment

Approve ID: FAITH.MITCHELL
Primary BU: 50100

Mitchell, Faith (vDOT)

SelectAll Deselect All ign To: Q

Pending Transaction Summary

Select  Process D Process Name EITEE . IOECEART o Reassign To
Unit Count
r ERApproval Expense Rpt Approval Process 50100

Home | Workist | AddtoFavorites |  Signout

0 New Window ®He\p Custum\LePage Ehnp

T
Customize | Find | view &1 | B | %

First Kl 1-2 of 2 0 Last
Name

2| Details... |DONNACLONIGER Q Cloniger, Donna J. (VDDT)|

r VoucherApproval Voucher Approvals 50100 : Details IJDHNHAYSI

., Hays, John L (VDOT)l

Comments

Alternate User

Alternate User ID: | @,
Primary BU

From Date: To Date:

[5) save | [5h RetwmtoSearch [ Notity |

WF Reasignment/Alt Opr | Revoke WF Reassignment

7 To assign items to different Approver names, leave the Reassign To field in the Header blank and
enter or select different names for each process in the Reassign To field next to each process.

Note: there are 30 Voucher Approvals on this worklist.
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4 CARDINAL |

Home

Workiist | AddtoFavorites | Sign out
Favovntes Maln'Menu » Enterprise Components > Approvals > Approvals > Admin Approval Reassignment

W CEETG T EL UL R @8 | Revoke WF Reassignment

Approve ID: FAITH MITCHELL Mitchell, Faith (VDOT)
Primary BU: 50100

& New Window @He\p B’Custom\zeF’age Ehnp

SelectAll Deselect All ign To: @
Pending Transaction Summary Customize | Find [ First Kl 42 0f2 1 Last
Select Process ID Process Name z: ;i“e” g:.";ac“o" Details... Reassign To Name
I ERApproval Expense Rpt Approval Process 50100 2 Details. ‘DDNNACLDNIGER Q Cloniger, Donna J. (VDOT)
VoucherApproval Voucher Approvals 50100 30 |Details... \JDHN HAYS @, Hays, John L. (vDOT)

8 Click the Select checkbox next to the Process you want to make changes to.

9 Click on the Details hyperlink.

Home | Workist | Add toFavorites

Fa\mv es M 'Menu » Enterprise Components > Approvals > Approvals > Admin Approval Reassignment

0 New Window ®He\p E.)Custum\LeFage Ehnp

Transaction Detail

Approver's ID FAITH.MITCHELL

Process ID VoucherApproval

Business Unit 50100
Select u"n, ‘Original Approver Lact Action Oprid Reassign To Name
17| 50100 00360280 CHERYL BLACK FAITH MITCHELL MIKE MITCHELL [JOHNHAYS @, Hays Jof
F 50100 00360704 AA_CARDINAL_BATCH_AP FAITHMITCHELL HEATHER HULL [JoHNHAYS @, Hays, Jof
ki 50100 00363104  TAMI.CAMDEN FAITH.MITCHELL LORI.REESE JoHNHAYS @ Hays, Jof
i 50100 00363134  TAMICAMDEN FAITH MITCHELL LORIREESE [JOHNHAYS @, Hays Jof
5|7 50100 00363122 TAM|.CAMDEN FAITHMITCHELL LORI.REESE [JoHNHAYS @ Hays, Jof
8| = 50100 00363139 GWENDOLYN_JOHNSON FAITHMITCHELL LORIREESE JoHNHAYS @ Hays, Jof
1= 50100 00353042  TAMICAMDEN FAITH MITCHELL LORIREESE JOHNHAYS @, Hays Jof
ol m 50100 00363191 DANAROSS FAITH.MITCHELL LORI.REESE JoHNHAYS @ Hays, Jof
o= 50100 00363169 TAMI CAMDEN FAITHMITCHELL LORIREESE JoHNHAYS @ Hays, Jof
10| @ 50100 00363174  DANAROSS FAITH MITCHELL LORIREESE [JOHNHAYS @, Hays Jof
1 & 50100 00363202 DANAROSS FAITH.MITCHELL LORI.REESE JoHNHAYS @ Hays, Jof
12| & 50100 00383330 DANAROSS FAITH.MITCHELL LORI.REESE JoHMHAYS @, Hays, Jof
13| 7 50100 00363322 WILLIAM BURNETTE FAITH MITCHELL LORIREESE [JOHNHAYS @, Hays Jof
1|7 50100 00363555 WILLIAM.GEHMAN FAITH.MITCHELL LORI.REESE JoHNHAYS @ Hays, Jof
15| & 50100 00363481 WILLIAM GEHMAN FAITH.MITCHELL LORIREESE JoHNHAYS @, Hays Jor

[ e

10 All transactions have been populated with the selected name. You may select (check) any or all
transactions for reassignment.

11 Click on the UnSelect All hyperlink to uncheck all transactions. This allows you to pick and choose
those transactions that you want to include or exclude.

12 Click Cancel to return to the Main Page, or OK to reassign the selected transaction.
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Reassign a Single Transaction:

Favovntes Mamyenu > Enterprise Components > Approvals » Approvals > Admin Approval Reassignment

WF Reasignment/Alt Opr Revoke WF Reassignment

& Mew Window @He\p E’Customlze?age Ehnp

Approve ID: FAITHMITCHELL Mitchell, Faith (vDOT)

Primary BU: 50100

SelectAll DeselectAll Reassign To: @,
Pending Transaction Summary Customize | Find | view 41| BV | 3 First K1 42012 13 Last
Select  Process D Process Name S s Reassign To Hame
Unit Count
I ERApproval Expense Rpt Approval Process 50100 2|Details... \ @,
Voucherapp Voucher Appi 50100 0 BEER [ @
[
Alternate User ID: | @,
Primary BU
From Date: [5 To Date: 5

[l save [T Retumito Searcn | [ notiy |

WF Reasignment/Alt Opr | Revoke WF Reassignment

1 Check the Select checkbox next to the process that you wish to assign.

2 Click the Details hyperlink.

CARDINAL

Home | Worklist | Add to Favorites \ Sign out
Favortes : Man Menu > Enterprise Components > Approvals > Approvals > Admin Approval Reassignment

@NewWinduw @Help CusmmwzePage Ehnp

[Transaction Detail

Approver's ID FAITHMITCHELL

Process ID VoucherApproval

BusmessUnit 50100

Select 5: ;iness Document Requester ‘Original Approver Lact Action Oprid Reassign To Name

1] 50100 00360280  CHERVLBLACK FAITH.MITCHELL MIKE MITCHELL A
2 50100 00360704  AA_CARDINAL_BATCH_AP FAITHMITCHELL HEATHER HULL T,
3lr 50100 00363104  TAMLCAMDEN FAITH.MITCHELL LORIREESE T
4r 50100 00363134 TAMLCAMDEN FAITHMITCHELL LORIREESE T
5| 50100 00363122 TAMLCAMDEN FAITH.MITCHELL LORIREESE e
Hn 50100 00363130 GWENDOLYNJOHNSON FAITHMITCHELL LORIREESE e
7r 50100 00363042 TAMLCAMDEN FAITHMITCHELL LORIREESE -

3 Click on the UnSelect All hyperlink.

4 The selected transactions are unchecked.
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Workist | AddtoFavortes |  Sign out

Transaction Detail
Approver's ID FAITH.MITCHELL
Process ID VoucherApproval
Business Unit 50100 UnSelect All
Transaction Details &
Select z::i“e“ Document Requester Original Approver Lact Action Oprid Reassign To Name
50100 00380955 REGINASPROUSE FAITH MITCHELL DONNA SHUEY I §
50100 00381840 GAILJARVIS FAITH.MITCHELL MIKE MITCHELL I
50100 00381844 | GAILJARVIS FAITHMITCHELL MIKE MITCHELL I -
50100 00381610 CHERYL BLACK FAITH MITCHELL MIKE MITCHELL I ¥
50100 00381937 KIM.COOPER FAITH.MITCHELL JO.GRIM I - ¥
i 50100 00381974  CHERYL BLACK FAITH MITCHELL MIKE MITGHELL [conmiE PERKINS Q| Perkins, Connig
7 50100 00321984  DOUGEMBREY FAITH.MITCHELL JO.GRIM I -
8 50100 00381966 DOUG EMBREY FAITH.MITCHELL JO.GRIM I -
9 50100 00381990 CAROLINE ATKINS FAITH MITCHELL JO.GRIM I §
10/ 50100 00331976 DOUG EMBREY FAITH.MITCHELL JO.GRIM T
1 50100 00382020 KIM.COOPER FAITH.MITCHELL JO.GRIM I -
12/ 50100 00382112 | CAROLINE ATKINS FAITH MITCHELL JO.GRIM I ¥
13/ 50100 00382147 CHERYL.BLACK FAITH.MITCHELL MIKEMITCHELL I <
14 50100 00382144 WMARY DOYLE FAITH.MITCHELL DONNASHUEY e
15 50100 00382170 GWENDOLYN_JOHNSON FAITH.MITCHELL LORIREESE I -
| l Cancel |

5 Click the Select checkbox, next to the transaction that you want to move.
6 Enter the name of the person to reassign to in the Reassign To field.

7 Click the OK button.

4 CARDINAL

Favovrkes Main'Menu » Enterprise Components > Approvals > Approvals > Admin Approval Reassignment

WF Reasignment/Alt Opr Revoke WF Reassignment

Home | Workist | AddtoFavorites |  Sign out

&0 New Window @He\p E,dcustom\zeFage Ehnp

Approve ID: FAITH.MITCHELL

Primary BU: 50100

Mitchell, Faith (vDOT)

SelectAll Deselect All ign To: @
Pending Transaction Summary Customize | Find | \ First K1 42 or2 I L ast
Select  Process ID Process Name = L T iz Reassign To Name
Unit Count
r ERApproval Expense Rpt Approval Process 50100 2 Details. \ Q
=2 VoucherApproval |Voucher Approvals 50100 30| Details ‘ Q

To: Hall, Mike (VDOT)
Subject: Reassign Voucher

Please reassign voucher 00381974 to Connie

Thanks
Alternate User I0: | @,
Primary BU
FromDate:] [ Topate:]  |H

(5] save | [t Rewmnto searcn =] Moty

WF Reasignment/Alt Opr | Revoke WF Reassignment

8 Enter any applicable Comments. Generally, this is copied from the email request received to move
the transaction(s).

9 Click the Save button.
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Comment is required when reassigning a pending fransaction (25013,1)

10 If a comment is not entered, the above error displays.
11 Click the OK button.
12 Enter your comment.

13 Click the Save button again.

Home | Workist | AddtoFavortes |  Sign out
Favovrtas Ma\nvMenu > Enterprise gomponents > Appr'ovah; > AppLovaE » Admin Approval Reassignment
@Newwinduw @Help gCuslnmimPage Ehhp
WF ReasignmentiAlt Opr | Revoke WF Reassignment

Approve ID: FAITH.MITCHELL Mitchell, Faith (VDOT)
Primary BU: 50100

SelectAll DeselectAll ign To: @
Pending Transaction Summary Customize | Find | View 41 | B | 3 Frsi Bl q20r2 O Last
Select  Process ID Process Name z:;i"e” gz’“““’;"c"“" Details... Reassign To Hame |
| ERApproval Expense Rpt Approval Process 50100 2 Details | Q |

r VoucherApproval Voucher Approvals 50100 eta\ls | Q |

From: Hall, Mike (vDOT) -
'Sent: Friday, October 17, 2014 11:25 AM I
To: Hall, Mike (vDOT)

Subject Reassign Voucher

=l
Alternate User
Alternate User ID:| @
Primary BU

From Date: ] To Date: [E

[5] Save | [Eh Returnto Search | =] Wotty |

WF Reasignment/Alt Opr | Revoke WF Reassignment

14 The transaction has been successfully reassigned to the selected name.

Note that the Transaction Count has now been reduced from 30 to 29.
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Reassign Multiple Transactions:

Home | Workist | AddtoFavorites | Signout
Favovm:es MainvManu Enterprise C'omponents > Appr'ovas B Appr'ova\s > Admin Approval Reassignment

Enewwindow (D Help T ntip

Administer Apprvl Reassignment
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): (200

Search by: [UserlD =] oegins wwlr”fawlhl

I™ Case Sensitive

[Cseareh Jsoianced searcn

1 Navigate to Admin Apprvl Reassignment page using the following path:

Main Menu > Enterprise Components > Approvals > Approvals > Admin Approval
Reassignment

2 Enter the User ID.

3 Click the Search button.

Favc;ntes MalnvMenu > Enterprise gomponens > Apprvovals > Apprvova\s »  Admin Approval Reassignment

WF Reasignment/Alt Opr Revoke WF Reassignment

Approve ID: FAITHMITCHELL Mitchell, Faith (VDOT)

Home | Workist | AddtoFavorites |  Sign out

EInew Window (E)Help [ Customize Page [ http

Primary BU: 50100

SelectAll  Deselect All ign To: 2

Pending Transaction Summary e

First K1 4.2 02 I Last

Customize | Find | view A1 B | 7

Business  Transaction

Select Process ID Process Name Unit Count Details... Reassign To Name
r ERApproval Expense Rpt Approval Process 50100 2|Details... \ @,
VoucherApproval | Voucher Approvals 50100 20[Detals. | [CONNIEPERKINS 3] Perkins, Connie (VDOT)

To: Hall, Mike (VDOT)
Subject: Reassign all Vouchers

—
Please reassign all Vouchers fram Doug to Connie. -
4 B

Alternate User ID: | @,

Primary BU

From Date: [5] To Date: [5

[5] save | [5G Returnio Search | =] MNotify |

WF Reasignment/Alt Opr | Revoke WF Reassignment

Click the Select checkbox next to the process you wish to reassign.

4

5 Enter the Reassign To name.

6 Enter your comments in the Comments field.
7

Click on the Details hyperlink.
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[Transaction Detail

Approver's ID FAITHMITCHELL

Process ID VoucherApproval

Business Unit 50100

Transaction Details

Select 3:;‘"5“ Document Requester Original Approver Lact Action Oprid Reassign To Hame

17 50100 00380955 REGINA SPROUSE FAITHMITCHELL DONNA SHUEY [CONNIEPERKINS (@, Perkins, Conni
2~ 50100 00381840 GAILJARVIS FAITH.MITCHELL MIKE.MITCHELL [CONNIEPERKING @, Perkins, Connis
ki 50100 00381844 GAILJARVIS FAITHMITCHELL MIKEMITCHELL [CONNIEPERKING @, Perkins, Connis
4 50100 00381610 CHERYLBLACK FAITHMITCHELL MIKE MITCHELL [CONNIEPERKINS @, Perkins, Connii
5 50100 00381937 KIM.COOPER FAITHMITCHELL JO.GRIM [CONNIEPERKINS (@, Perkins, Conni
i 50100 00381984 DOUG EMBREY FAITH.MITCHELL JO.GRIM [CONNIEPERKING @, Perkins, Connit
71~ 50100 00381966 DOUG EMBREY FAITH.MITCHELL JO.GRIM [CONNIEPERKINS @, Perkins, Connil
i 50100 00381990 CAROLINE ATKINS FAITHMITCHELL JO.GRIM [CONNIEPERKINS @, Perkins, Conni
i 50100 00381976 DOUG EMBREY FAITH.MITCHELL JO.GRIM [CONNIEPERKINE @, Perkins, Conni
0 & 50100 00382020 KIM.COOPER FAITH.MITCHELL JO.GRIM [CONNIEPERKINS @, Perkins, Connil

8 All transactions are checked and the Reassign To fields is populated with the selected name.

Click on the UnSelect All hyperlink.

Transaction Detail
Approver's ID FAITHMITCHELL
Process ID VoucherApproval
Business Unit 50100 UnSelect All
Transaction Details Cus
Select E‘:;‘"E“ Document Requester Original Approver Lact Action Oprid Reassign To Name
1|0 50100 00380955 REGINA SPROUSE FAITHMITCHELL DONNASHUEY [CONNEPERKING @, Perkins, Connil
2| 50100 00381840  |GAILJARVIS FAITH MITCHELL WIKE MITCHELL |connEPERKINS @, Perkins, Connit
& mi 50100 00381844 GAIL.JARVIS FAITHMITCHELL MIKE.MITCHELL [CONMEPERKINE @, Perkins, Connil
4 50100 00381610 CHERYL.BLACK FAITHMITCHELL WIKE.MITCHELL [conmEPERKINS —|@, Perkins, Connit
5 50100 00381937 KIM.COOPER FAITHMITCHELL J0.GRIM [cONNEPERKINE @, Perkins, Connil
| 50100 00381984 DOUG.EMBREY FAITHMITCHELL JO.GRIM [coNNIEPERKINS @, |Perkins, Connit
= 50100 00381966 DOUG.EMBREY FAITH.MITCHELL 10.GRIM |conNEPERKINS @, Perkins, Connit
r 50100 00381990 CAROLINEATKINS FAITHMITCHELL JO.GRIM [CONNEPERKINS @, |Perkins, Connil
F 50100 00381976 DOUG.EMBREY FAITH.MITCHELL JO.GRIM |connEPERKINS @, Perkins, Connit
0 50100 00382020 KIM.COOPER FAITH.MITCHELL J0.GRIM [CONNEPERKING @, |Perkins, Connil
1 50100 00382112 |CAROLINEATKINS FAITH MITCHELL JO.GRIM |conNEPERKINS @, | Perkins, Connit
12 50100 00382147 CHERYL.BLACK FAITHMITCHELL MIKE.MITCHELL [cONNEFERKINE @, |Perkins, Connil
13/~ 50100 00382144 MARY.DOYLE FAITHMITCHELL DONNASHUEY [conmEPERKINS @, Perkins, Connit
14 50100 00382170 GWENDOLYN.JOHNSON FAITHMITCHELL LORI.REESE [cONNEFERKINE @, |Perkins, Connil
15 50100 00382578 GAILJARVIS FAITHMITCHELL WIKE MITCHELL [conmEPERKINS @, Perkins, Connit
Cancel |

9 Click the Select checkbox to make changes to the requested transactions.

10 Click the OK button.
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Approve 1D: FAITH.MITCHELL
Primary BU: 50100

Mitchell, Faith (vDOT)

SelectAll Deselect All

To: @

Pending Transaction Summary

Select Process ID

Customize | Find |
Business  Transaction
Process Name

First Kl 12012 I Last
Uit Count Details... Reassign To Name
(| ERApproval Expense Rpt Approval Process 50100 2 Details | Q
~ \ pproval  Voucher Approval 50100 29| Details |conNIE PERKINS

@, Perkins, Connie (VDOT)

To: Hall, Mike (VDOT)
Subject Reassign all Vouchers

Please reassign all Vouchers from Doug to Connie
[Thanks

Alternate User
Alternate User ID: | @,

Primary BU

From Date: &1 To Date: 2]

() save || [ Returnto Search | || Notify |

'WF Reasignmenti/Alt Opr | Revoke WF Reassignment

11 Click the Save button.

Approve ID: FAITHMITCHELL Mitchell, Faith (vDOT)

Primary BU: 50100

SelectAll Deselect All

To: " 2

Pending Transaction Summary

Select Process ID

Business  Transaction
Process Name

Customize | Find Al B EE Fise BN q20f2 0 Lt
= e Details... Reassign To Hame

| ERApproval Expense Rpt Approval Process 50100 2 Details | Q

r VoucherApproval  Voucher Approvals 50100 eta\IS . | @,

From: Hall, Mike (vDOT)

Sent: Friday, October 17, 2014 11:31 AM
To: Hall, Mike (VDOT)
'Subject Reassign all Vouchers

Alternate User

Alternate User ID:| @,

Primary BU

From Date: To Date:

Save | [oh Retumto Search || Wotify |

WF Reasignment/Alt Opr | Revoke WF Reassignment

12 The Transaction Count is now reduced from 29 to 26, to reflect the 3 transactions that were
successfully reassigned.
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Revoke Assigned Transactions

) CARDINAL
= Home \ Worklist | Add to Favorites | Sign out

Enterprise Components » Approvals > Approvals » Admin Approval Reassignment

Favorites - Main Meny
v e

@Newwmﬂuw @Help Ehnp

Administer Apprvl Reassignment

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Waximum number of rows to return (up to 300): W

Searchby: [UserD begmswm“faith\

I” Case Sensitive

Advanced Search

1 Navigate to the Admin Apprvl Reassignment using the following path:

Main Menu > Enterprise Components > Approvals > Approvals > Admin Approval
Reassignment

2 Enter the User ID.
3 Click the Search button.

[ CARDINAL
= Home | Workist | AddtoFavortes | Sign out

Favovm:es MainvMenu > Enterprise Eomponenm > Apprvovas > AppLovas > Admin Approval Reassignment

easignment/Alt Opr Revoke WF Reassignment

@New‘.’wndnw @Help E-fCusmmwzePage Enﬂp

prover's Oper Fo|TH WITCHELL Mitchell, Faith (vDOT)
mary BU: 50100
dlect All Deselect All
ending Transaction Summary customize | Find | View 41 [ B First K 42012 13 Last
User Waint Info
- - Business
Select  Orig Approver Name Reassign From Name Current Approver Name Process ID o WL Count
™ FATHMITCHELL Mitchell, Faith (DOT) FAITHMITCHELL Mitchell, Faith (VDOT) CONNIE PERKING Perkins, Connie (VDOT} VoucherApproval 50100 1
™ FATHMITCHELL Mitchell, Faith (VDOT) FAITH MITCHELL Mitchell, Faith (VDOT) CONNIE PERKINS Perkins, Connie (VDOT) VoucherApproval 50100 3

omments_________|

save |G Returnto Search [z Hotify |

2asignment/Alt Opr | Revoke WF Reassignment

4 Click the Revoke WF Reassignment tab.
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CARDINAL
= Home | Workist | AddtoFavortes |

Favovrkas Ma\nvMenu > Enterprise gomponents > Appr'ovas > AppLovaE > Admin Approval Reassignment

@Nemednw @Help @Cuslnmlzﬂ?age htlp

i Opr Revoke WF Reassignment

prover's OPer FaiTH MITCHELL Mitchell, Faith (vDOT)

fmary BU: 50100

lect All Deselect All

Customize | Find | . B g B g 2012 D Last

[IB=T0EL © User Maint Info

Business

belect  Orig Approver Hame Reassign From Name Current Approver Hame Process ID = WL Count
r FAITH.MITCHELL Mitchell, Faith (vDOT) FAITH.MITCHELL Witchell, Faith (VDOT) CONNIE.PERKINS Perkins, Connie (VDOT) VoucherApproval 50100 E
r FAITH.MITCHELL Witchell, Faith (vDOT)  FAITHMITCHELL Witchell, Faith (vDOT) CONNIE PERKINS Perkins, Connie (VDOT) VoucherApproval 50100 E

5 Notice that 2 transaction reassignments are shown: one with 1 Worklist Count and one with 3
Worklist Count.

Click on Select All transactions or Deselect All transactions to revoke.

4 CARDINAL

Favorites Main Menu > Enterprise Components > Approvals > Approvals > Admin Approval Reassignment
" WF Reasignment/Alit Opr | [BEEELCA R CEEE Ul

Approver's FAITHMITCHELL Mitchell, Faith (VDOT)

Oper ID:

Primary BU: 50100

SelectAll DeselectAll

Pending Transaction Summary customize | Find | View 21| B First B 42012 I Last
T | [ User Maint info 1

Entered By Created Dttm

PPS_MIKE.HALL 10/01/2014 2:06:19.000000PM

PPS_MIKE.HALL 10/01/2014 2:48:43.000000PM

6 Click on User Maint Info tab to view previous transaction reassignment data.
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Favorites

BlnvMEﬂu > Enterprise Components > > > Admin Approval Reassignment

|
WE Reasignmentialt Opr |G L ]

@ New Window @He\p Izcustom\ze Page Ehnp

Approver's Oper FATH MITCHELL Mitchell, Faith (vDOT)
1D:

Primary BU: 50100

Select All Deselect All

Pending Transaction Summary

TRl [ User Maintinfo |

Customize | Find | View A1 | Bl Frst 0 42072 |
‘ Select  Orig Approver Name Reassign From Name: Current Approver Hame Process ID ﬁ::i“e” VIL Count
‘ ™ FAITHMITCHELL Mitchell, Faith (VDOT) FAITHMITCHELL Mitchell, Faith (vDOT) CONNIE PERKINS Perkins, Connie (VDOT) VoucherApproval 50100
‘ ™ FAITHMITCHELL Mitchell, Faith (VDOT) FAITHMITCHELL Mitchell, Faith (vDOT) CONNIE PERKINS Perkins, Connie (VDOT) Voucherpproval 50100

7 Click on WL Summary tab.

Favorites

|
Ma\n'Menu » Enterprise Components > Approvals > Approvals > Admin Approval Reassignment

Workist | AddtoFavortes |  Sign out

WF ReasignmentiAlt Opr Revoke WF Re:

2 New Window @Help @?CuslumlzePage Ehnp
nment

Approver's Oper FaTH ITCHELL Mitchell, Faith (vDOT)
1D:

Primary BU: 50100

[Select Al Deselect All

Pending Transaction Summary
" WL Summary User Maint Info

Customize | Find | 1B Fst B 42012

Select ‘Orig Approver Name

Reassign From Name ‘Current Approver Name Process ID z:?me“

WL Count
FAITH.MITCHELL

Witchell, Faith (vDOT) FAITH.MITCHELL Mitchell, Faith (vDOT) CONMIE.PERKING Perkins, Connie (VDOT) VoucherApproval 50100
r FAITHMITCHELL Witchell, Faith (vDOT) FAITH.MITCHELL Mitchell, Faith (vDOT) CONMIE.PERKINS Perkins, Connie (VDOT) VoucherApproval 50100

|Revoked per email request of MJH  10/14/14] |

o) save | ot Return to Search | | =] Notity |

WF Reasignment/Alt Opr | Revoke WF Reassignment

8

Click the Select box next to the Process to be revoked. If you want to revoke all processes, click
the Select All link.

9 Enter a Comment.

10 Click the Save button.
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4 CARDINAL

Home | Workist | AddtoFavorites |  Signout
Favovrkes Main'Menu » Enterprise Components > Approvals > Approvals > Admin Approval Reassignment

WF Reasignment/Alt Opr Revoke WF Reassignment

0 New Window ®He\p Custum\LePage hnp

Approver's Oper FATH MITCHELL Mitchell, Faith (VDOT)
ID:

Primary BU: 50100

Select Al DeselectAll

Pending Transaction Summary Customize | Find | View 41 | B Frst £ 4 op1 |
TN User Waint nfo
& = Business
Select  Orig Approver Hame Reassign From Hame Current Approver Name Process ID Fece VIL Count
| ™ FATHMITCHELL Mitchell, Faith (VDOT) FAITHMITCHELL Mitchell, Faith (VDOT) CONNIE PERKINS Perkins, Connie (VDOT) VoucherApproval 50100

11 The selected process(es) are removed from the list. Click the WF Reassignment tab.

Home | Workist | AddtoFavortes | Sign out
Favcvntes Ma\nvMenu > Enterprise gomponeﬂts > Appr'ovab 3 Appiovab » Admin Approval Reassignment

WF ReasignmentiAlt Opr | Revoke WF Reassignment

Approve ID: FAITH.MITCHELL Mitchell, Faith (VDOT)
Primary BU: 50100

@New\'\findow @Help E’Cusmmizel’age mtp

SelectAll DeselectAll ign To: @,

Pending Transaction Summary

Customize | Find |

Select  Process ID Process Name Gopnremme R ECE e Reassign To Hame
unit Count

r ERApproval Expense Rpt Approval Process 50100 2 Details... | @, |

™ |VoucherApproval Voucher Approvals 50100 [zrpetais [ a ‘

12 The Transaction is successfully revoked.

Note that the Transaction Count has increased by 1, from 26 to 27.
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