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TRACKING AN RPA

RPA WHICH HAS NOT BEEN IN YOUR INBOX

NOTE: The process below is to track an RPA that has not been through your inbox - but you have to have the RPA number for it to work.

INSTRUCTIONS:

1. Enter through the “Main Navigation Screen”

2. Enter “Submit Processes and Reports”

3. Click on “Name”

4. Select “SF-52 Tracking Actions”

5. The Parameters Window will pop-up*

6. Input the RPA number in the “SF-52 Request Number” field

7. Click “OK”

8. Click “Submit” report button

9. The tracking report will now be printed at the printer selected in your report window.**

*NOTE: If the action is in a "Open" status, this process produces a report that states where the SF-52 is.  

If the action is in a “Closed” status, put in the RPA number and then change the 'Report Type' data element to CLOSED and Submit the report and it will tell you where the closed RPA is.  You will not be given a report of where the action is, since it is closed.

**NOTE: Currently, when you submit the report - with a print copy indicator of 1 - it will only print the results.  However, when ghostview is working, you will be able to select 0 for the number of print copies and then view your report to see where the RPA is (without having to print the report and then go get it from the printer to see the results).

Miscellaneous: Tracking RPA-Number - How to track an RPA using the RPA number in Processes and Reports 

Mod 5, Chap 35,  Pg 1

