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01 BEGIN 
Once you submit your short-
form for review, you may wish 
to check on its status in the 
workflow OR you may need to 
withdraw it (= cancel it).

You can do that by using the 
Process Browser.

From your Landing Page, 
open your Reports swim lane.

Check Status of Form in the Process Browser
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02
Click on Process Browser.
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03
If you wish to search by Process Reference 
number, click on the Process reference 
number column which brings up a filter pane.

The Process Browser landing page displays all forms in process or completed for your bureau.

The Process Reference Number is 
displayed at the end of the Short Form 
after you have sent it to the Bureau 
Approver.  If you lack the Reference 
Number, you can also search by 
Employee ID (PERNR) of other criteria 
as noted in the drop-down list.
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04
Click on Custom Filter to search for a specific Process Reference Number.
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05
Type in the Reference Number in the pop-up Filter 
pane. Be sure to include an asterisk in front of the 
number or you will get no result.

Click OK.
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06
Your results page will now display the form you have searched for.

Click on the line to highlight it, then click Details.
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07
From this window, you can check the Step Status, look at the form as submitted to check entries, and – if necessary – cancel 
the form by clicking on Withdraw.
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Expand Form hides the Process Steps section at the top so that more of the Form below is visible.
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08:  Other Search Criteria
In the previous steps, we searched for a 
Process Reference Number.  

But you can search by any of the columns 
at the top of the Process Browser landing 
page.  

Often you might search by PERNR, 
Process Status, Start Date, or another 
column.  

To change the filter you use to search, 
just click on the column as we did in step 
4.  

A context sensitive menu will pop-up 
giving you options, as seen to the left, 
here.

– END –
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