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4 Enter the Actual Effective Date of the personnel action. 
  
5 Enter the Action. 
  
6 Enter the Reason Code. 
  
7 
 
 

Confirm the PAR Status of “REQ” (Requested) for the 6-step workflow 
route, or update the status accordingly for any other variation on the 6-step 
workflow route. 
 
NOTE: The update or confirmation of the PAR status of this personnel action 
request ensures that the action is entering workflow at the proper location.  
Referred to as “flipping the WIP (“Work in Progress”),” the action will now 
be routed to the appropriate staff member for review. 

  
8 Click . 
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Routing 
Actions 

 
Upon saving the page group, Requesters will be prompted to select the 
specific individual to whom the action should be routed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
9 Click the “Route To” pushbutton.  You will see a list of valid users to whom 

the action can be routed.  The names on the list are based upon Workflow role 
and Row level security. 
 
 

  
10 Click the appropriate checkbox to select the “Route To” person; then,  click 

OK. 
 
The action has now been routed to the worklist of the user specified. 
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