How to Maintain a Workflow Substitution During an Absence

Task can be performed at work or home since all steps performed on the KHRIS Portal https://khris.ky.gov.

(1) Open Worklist

n

form reprint =

V-2 form reprini 5,

{ Senaration - T - Time Limit ) for

o

Sent: Nov 15, 2011 by Gattani, Arpit Priority:  Normal
Status:  In Progress

W2 year - 2010

From
Gattani, Arpit

URCE JHMO0Z4

Banis, Derrick

Sent

Nov 15, 2011

Friority

Normal

hiormai
Normal

Normal

Staius

il
= =
=
=
@

[}

View Hisiory

(2) Select “Manage Substitution Rules” from dropdown after “Hide Preview”
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You can also:
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(3) A new window for Manage Substitution Rules will pop up.
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*fou can view and manage your task subsfitufion rules. You can make an assignee receive your fasks, or you can sef an assignee to fiilin for you (for
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(4) Choose “Create Rule”
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(5) Provide following information
Nominee: Person who is going to receive work items in your absence.
Assign These Tasks: Select All
| Want Nominee To: Receive My Tasks OR Fill In For Me
Choose “Next”
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(6) Select an option as to when this rule should begin.
If immediate, select option “At Once”
Else provide a begin date
Choose “Save”.
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or vou can allow the nominee to fill in for vou (for example, in case vou are unexpectedhs absent)
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(7) You should now see a rule created with status Ongoing which means your work items will now also be received by your
identified Nominee. Once back from leave, you can deactivate the rule by selecting “Turn Off” option.
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