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Procedure
As a Manager:

In this topic, you are an approver who needs to reassign work to another approver.

[-]
Home | Workist | AddtoFavortes | Signout

Personalize Content | Lavout Help
Menu = B

Search:

[~ My Favorites

[ Employee Self-Service
> Manager Self-Service
[+ eProcurement

[+ Services Procurement
> Program Management
[ Travel and Expenses
[- Commitment Control
[ Worklist

[ Tree Manager

[ Reporting Tools

- PeopleTools

— Change My Password
— Ly System Profile

— Ly Dictionary

.| Done, but with errors on page. [ [ [ @ nternet HI00% -

Step | Action

1. Click the My System Profile link.

My System Profile

Page 2 Last changed on: 8/12/2009 9:40 AM




!'L: TcSed

Business Process Document
PS FIN Travel Expenses: Reassigning Approval Work

rlu M|M|M|M

Search: Mew Window | Help | Customize Page | &, =]

[- My Favorites -
S Empoyecar Senmce General Profile Information
[- Manager Self-Service
[ eProcurement Libby Green

[+ Services Procurement
b Program Hanagement pasewora |

bl T EE TR Change password

[- Commitment Control
[ Worklist Change or setup forgotten password help
[> Tree Manager —
e
(- PeopleTools .
o My preferred language for PIA web pages is: English
_P“’-E My preferred language for reports and email is: English =
|- My Dictionary
Currency Code: Q

Default Mobile Page: | aQ
Alternate User

If you will be temporarily unavailable, you can ssiect an alternate user to receive your routings

Alternate User ID: | Q
From Date: l—@ (example:12/31/2000)

To Date: l— (example:12/21/2000
[¥ Email User ¥ Worklist User

Miscellanegus User Links

Customize [Find| B First [1] 1 o1 (] Last

Primary Email

Account Email Type Email Address
=2 |Business j |ah-)-)k.@ﬂuedu =

B save |

E

i Done [ [ [ [@mtemnet 0w -

Step | Action
2. Click the My System Profile link.
My System Profile

Click the Look up Alternate User ID (Alt+5) button.

2]

Click the Look Up button.
Lock Up

Click an entry in the User ID column.
1290091

0

Enter the desired information into the From Date field. Enter "06/01/2009".

Enter the desired information into the To Date field. Enter "06/05/2009".

Click the Save button.

Click the Home link.

[

10.

Congratulations. You have successfully Reassigned Approval Work.
End of Procedure.
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