Work Item Search Steps:

1. Navigate under Worker Tools and select Work Item Search.
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2. Criteria Page *Note: You have the option to Save the Search Criteria at the top left.
a. Complete the search criteria in locating IIM/CC Discrepancies assigned to the W-2
Agency.
i. Select By Work Item Owner
ii. Input Assigned Worker ID(s)
iii. Select Discrepancy as the Category
iv. Select All statuses
v. Under Type, de-select the following:
1. W-2 Prisoner
2. W-2so0La-
3. W-2SWICA
4. W-2UIB
b. The following fields are optional to update on the Criteria Page:
i. Due Date
ii. Received Date
iii. Completion Status
iv. Completed/ Withdrawn Between
v. Work Item Flag
vi. Has related documents? (Only applies to cases)
c. Select Go to View and Select to Reassign Work Items meeting the above criteria



23 Work Iltem Search

How would you like to search? |Restore to Detault Search Criteria | | Save Search Crileria |

() By IM Conseortium, County/Tribe, IM or W-2 Team
(@) By Work ltem Owner
D By Primary Waorker or Caseload
() By Case, RFA or ACCESS Tracking Mumber
Work em Owner
Assigned Waorker 1D(s): = al

Separate Primary Worker IDs
by & new line, comma, semicolon or space

Additional Search Criteria

Category: IDis-:mepanny w |

Status: M sELECT ALL
M Mot Started M Waiting for Customer Info
[ Potentisl Fraud [ Waiting for 3rd Party Ver
Type: [ sELECT ALL
. ~
[l w-2 Prisaner [ w-zsoLa-l
[0 we-z swica O w-2ue
W
M cocswica ¥ ©C Prisoner
Special Attention: D LTC
Due Date: @ IA"\" [

O [T 0, [PV @

' Between MM [DD ,.IYY'-’Y end MM (DD J.I'n’w 2
Received Date: @ IA'"!' [

O [EmTe] Wi_fBD, V7 @

O Between MM DD [¥YYY () and MM (DD YYYY (5
Completion Status: Imv|_5
Complated / Withdrawn Between: W" oD -"IW " and (M /DD -"IW ]

Work ltem Flag: [ M Flag |/ Escalsted Flag [ Other AG Pending Case is Cormrect Flag
[ Reviewed Flag W System Error Reported Flag [+ VCL lssued Manuslly Flag
[+ withdraw Requested Flag

Has related documents? {Cnly I [
spplies to cases):

What would you like to do?

@ Wiew and Select Work erms meeting the above criteria
() View and Select to Reassign Work terns meeting the sbove criteria

() Display Counts of Work Items meeting the above Criteria



3. Reassign Work Items Page
a. Select the Work Item to reassign
b. Select reassign to Specific Worker ID(s):
c. Determine if you need to change the selection under “What would you like to do?”
d

Select Return

338 Reassign Work Items

Work ltems Search Results
Status Due Date

ACCESS/RFAI/Case Flag Prima Category Work ltem Received Type
Worker Owner Date
[]|Case- ¢ iy | Ko™ el Discrepancy | XTI 1002672018 IM SWICA Mot Started 12/10/2018
[]|Case-§ ] Keoom Discrepancy | Xk s 10/26/2018 IM SWICA Mot Started 12/1072018
O Case-1 @ = | ¥ e = Discrepancy | X s 10v26/2018 IM SWICA Not Started 12/10/2018
Work Items to Reassign
‘Work Item 1D ACCESS/RFA/Case Caseload Owner Category Work Item Owner | | |

() Reassign to me
() Reassign to a Team : |
O Assign to Team Lead

O Assign to Backup Leads
O Assign to Workers

(®) Reassign to Specific Worker 1D(s) - ['60

Separate Worker 1Ds by a new line,
comma, semicolon or space

What would you like to do?
(® Reassign Work ltems in the "Work Items to Reassign' Section
(O) Reassign All Work Items in the "Work Items Search Results' Section




