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WORKLIST: REVIEWING, RETURNING, APPROVING & REMOVING ACTIONS

1. Goto Home > (This is also the first page you see when you log on to Capital HR).

a. Click on your Worklist
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b. On the Worklist Screen, click on the link of the work item from the list that appears.
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2. Select the Data Control Tab.

Authorizers/Approvers should review this screen and any others that contain information added by
the Requestor.

a. Update the PAR Status
= If the action is saved with the PAR status ‘1
(see step b. below).
= |f the action is saved with the PAR status 'RET, it will be returned to the requester.
= If the action is saved with the PAR status 'SIG/, it is approved and will automatically route to HR.
Then you may exit the system.

ST, nd,

, or ‘27" you will be taken to the 'Route To' page

b. Once you have routed the action to another authorizer or to the approver, click ‘SAVE’
This will take you to the ‘Route To’ page*

* |f you signed/approved the action, it will automatically route the action to HR and will NOT take you
to the ‘Route To’ page. At this time the approval process is complete and you may exit the system.
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Click on ‘Route To’ button

Select the ‘Route To’ person

If all the names are not there, Click ‘View All' to see additional names
f. Click ‘OK’
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3. Return to the Worklist Screen
a. Click on the ‘Mark Worked’ checkbox graphic

T
File Edit Yiew Favorites Tools  Help S
— = = = = =
€Dk - LD - ] [B] B S seaeh Sl cFavonies €2 | pU- AL ] - B 2%
Address [ hitps:/ frmee . cophrehrp. pec . Qo fps fpr dfEMPLO Y EE fHR IS e v oR kLTS T 2 I Action— T vismror Klistesrsnu—iw or kistBsmar ket —GBLaeaneleroupt ame—, = | Go | Links > |€5 Snagme
OoORACLE"
G My Favorites Mew window | 2L =

L Self Service
L Manager Self Service
- Recruiting -

L wWarkfores Administration EELA M SamUEL
- Benefits

[ Gompensation

- Payrall Tor Maorth America

L wWarkfarce Development

L Organizational Development
L HHS Custarm Menu

Work List Filters: | A. click MarkedViorked

orked Activit Link

L SetUp HRMS BAND. O PAUL, 00111961, 0
|- vrorklist 07 HR wWorklist HR Reviewer I ~]| Zoo7-02-21, 11, SIG, TER, HrIKEH4 Mark vorked | Reassign
ERpv TARAL , 00104261, 0, 2007

— Mavigator 07 HR wWaorklist HR Reviewer I ~] 0517 11, 516G, PRO, HRNAAEZS Mark Worked | Reassign
> Tree Manager N
> Reporting Tools SrIvDERMAN JOEL A 00111220, 0
> PeopleTools 07 HR Worklist HR Reviewer I ~] 2007-09-16, 11, SIG, PRO, HMAMZZ M ark Worke o | Reassign
— Change My Password
— My Personalizations ETZLER MEGARM M, 00106626, O
7% gf{ﬁz;ﬂapmﬁ'e 07 HR wWorklist HR Reviewer I ~| 2007-08-16, 11, SI1G, DTA, HMNC172 Mark Worked | Reassign
|— My Drictionans

EAYEMMIO TOLLI M, 00102950, 0

07 HR Worklist HR Reviewer I vI 2007-09-17, 11, SIS, PRO Mark WWorked I Reassign
HHASS4 4
AT TE,MELISSA D, 00104243, 0
07 HR Worklist HR Reviewer I vI 2007-09-17, 11, SIS, PRO Mark WWorked I Reassign
HrASS4 4
ARTIMNELIZABETH, 00103015, 0
a7 HR wWorklist HR Reviewer I IZDD7 17,11, SIG, PRO Mark VWorked I Reassign
HrHASS44
BARBARMA S, 00103654, 0
r =1 ~cr> fa A= 4a hdm e it Lo ol 1 = d
i S
E=5] [& [# neernet

b. A warning will appear confirming whether this item should be removed
C. By clicking ‘OK,’ the item will be removed from the worklist
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