FAQ – HOW DO I FIND MY WORK OR ACTION?
(9/07)
Question:
How do I find my work once I have saved an action without submitting or have submitted a request?
Answer:

In order for PeopleAdmin to identify your actions later, you will need to at least get to the point in your action in which you have indicated both your name and your department.  If you have done that and saved the action without submitting, or you have submitted an action for approval: 
1. Click to “Pending Actions” under the Job Description menu on the left
2. You can enter the “Position Number” if you know it and/or the “Department” or leave both blank if you want to see all your pending actions
3. In the left-hand column you can click on the particular status or click “Check All”

4. In the right-hand column you can click the particular action or click “Check All”

5. Click on “Search”

6. From the list, locate the appropriate position/action.  Click on “view” (under the Classification Title)

7. If you are trying to determine the status/location of an action that you have submitted, scroll down to view the action history,  It will give you the location/status of your action
8. If you are trying to continue with work that you began previously but did not submit, click on “Make Edits/Comments” to continue your work
