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STEP 1 From the Home Page, under the WorKklist, click Vacation Rules
Worklist

| Full List

From ~ Type Subject Sent Due
oice Approval Invoice 8532 from Raj Inlayo requires your approval 22-Apr-2015/27-Apr-2015

TIP Vacation Rules - Redirect or auto-respond to notifications.

o Recess - opecify which users can view and act upon your notifications.

STEP 2 You will be directed to the Vacation Rule page. Click the Create Rule button.

Vacation Rules

| Create Rule
u me

You have not setup any notification routing rules. Please use the Create Rule button to create a new notification routing rule.

Return to Worklist

STEP 3 Select the notification type that will be transferred to the OIC then click next.

@
Item Type
Vacation Rule: tem Type
Select the type of notification that will activate this rule.

Item Type |-Al- [E]

If "-All-" s selected, you will skip to Step 3

Return to Vacation Rules



STEP 4

STEP 5
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Fill up all the fields
Vacation Rule: Response
* Indicates required field
Item Type All
Notification All
* Start Date |01-Jan-2015 00:00:00 &)
(example: 20-May-2015 21:08:28
End Date I07 -Jan-2015 00:00: 00 {i
Message |Extended Christmas Break
@ Reassign AII Employees and Users E Dela Cruz, Juan Q
@ Delegate your response
Transfer notrﬁcatlon own ersh|p
Field Name Description Remarks
Start Date Start date of leave/vacation Note that the vacation rule will
start on the given the specific
date and time
End Date End date of leave/vacation Note that the vacation rule will
end on the given the specific
date and time. Leaving this blank
will reassign all the documents
to the OIC forever
Message Message to the OIC on why you are The message can also be viewed
reassigning the document to him/her by the originator and other
approver.
Reassign Name of the OIC Always select Delegate your
response.

Click the Apply button to finalize the vacation rule.

Cancel ‘ Back ‘SteptofB Apply
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STEP 6

STEP 7

You will be redirected to the Vacation Rule page with the created Vacation rule

Vacation Rules

Create Rule

Rule Name Item Type Notification Update Delete Status
Delegate: Dela Cruz, Juan <Al> <Al> 5 Inactive

o}

To update the vacation rule settings, change the date or the selected OIC, click the update button.
To cancel the vacation rule, leave is cancelled or vacation has ended sooner than expected, click
the delete button.

Update Delete $
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Result Information:

Expected Results
* Vacation Rule is created

* All selected document types will be reassigned to the selected OIC on the given date range.
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DISCLAIMER: The screenshots in this document are for illustration purposes only and may not be the same as the final user interface.



