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Audience:
HR Managers, HR Assistants, and Requesting Officers (RO)
Scenario: 

You need to reassign an action while covering for a colleague or during a colleague’s absence. 

Note: Users must have the same data access authority. 

	Reassign an Action


· From the FPPS Main Menu, click on “Personnel” and click on “Reassign SF52’s (RSGN)” (See Exhibit A) 

· On the Reassign SF52/WGI/Probationary Actions window, select the action to be reassigned. EX: [image: image1.png](¢ SF52



. Click “OK”. 
· Reassign SF52 actions ‘From’ Users List screen, select the name of the person to whom the action is currently assigned.  Click “OK”. (See Exhibit B) 
· Click [image: image2.bmp] or [image: image3.bmp] to scroll through the screens. There may be more than one screen. 
· The screen will change to the Reassign SF52 Actions ‘To’ List. Select the name of the person that should receive the action. Click “OK”.
· Actions to be Reassigned screen, click on the Action item that you wish to reassign. Click “OK” (See Exhibit C) 
· PC TIP: You can select more than one Action item, by holding down the CTRL key while selecting each line item. Click “OK”, when you have finished selecting all items. 
· Note: The action items reassigned will automatically be removed from the list once you click “OK”.

· Click [image: image4.png]X Cancel




, to exit. 
· You have completed reassigning an action item. 
	


Exhibit A

Skill illustrated: Initiating a reassignment. 
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Exhibit B 

Skill illustrated: Selecting the person to reassign “From”. 
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Exhibit C

Skill illustrated: Selecting the action to reassign.
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Click on � or � to view additional names.











(OR) Type in “RSGN”. 


Click  �.





Click on the Action to be reassigned. 





Click �




















Click on the persons name. 





Click �























Click on “Reassign SF52’s  (RSGN)”








Select a person to reassign “From”. Once you have completed this, you will see the “To” screen).
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