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Audience:
HR Managers and HR Assistants
Scenario: 

You monitor on a daily basis those items awaiting action and/or forwarded for your review and approval.  

Step 1: View the Process Queue Counts “Inbox”

Step 2: Initiate a Process Command to view and take action on items

Note: Updates are processed immediately, so you should check the Process Queue Counts “Inbox” throughout the day.  

	Viewing the Process Queue « Inbox » 


· From the FPPS Main Menu, click on the “[image: image11.png]


” icon (See Exhibit A) 

· The Process Queue Counts window will display. You can view only from this window. Click “OK” to close this window. (See Exhibit B)
· You can view the total Number of Actions (left column) per Process (right column).
· The Process Commands (EX: LGAP) are also clearly listed in this window display. 
· You must use the FPPS Command Field or the Main Menu headings to initiate a Process. This cannot be initiated in the Process Queue Count window. 

· You have completed viewing the Process Queue Count “Inbox” window. 
	Initiate a Process 


· To initiate a Process, from the FPPS Main Menu, type in the four lettered “Process Command Code” in the FPPS Command Field (See Exhibit C).
· You can also select the Main Menu Heading and drill down to the matching Process. 

· You will see the corresponding Actions to be Processed screen, listing those items awaiting processing action. You can click on the desired line item and select the action to take, such as “Sign/Forward”.  

· Sample: LGAP Actions to be Processed screen illustrates available processing options. (See Exhibit D)
· You have completed initiating a Process.

Exhibit A

Skill illustrated: Initiating the Process Queue Count window.
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Exhibit B 

Skill illustrated: Viewing the Process Queue Counts. 
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Exhibit C

Skill illustrated: Initiating a process.
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Exhibit D

Skill illustrated: Processing an action. A sample:  (LGAP) Actions to Be Approved screen. 
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Example: You have one item awaiting Release for Update (RLUP) and two items awaiting Approval (LGAP).











Type in the four lettered Process command (EX: “LGAP”) 





Click �.




















Click on the item desired. 





Select the action to take (EX: “Sign”) from the action icons.





Click �.




















Click � to close the Process Queue Counts window. 























From the Main Menu, click on the “123” icon. 





By clicking on �, you will view the Number of Actions, per Process, awaiting your attention.
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