
1.  Open your workflow in-box

2.  At the bottom of the workflow in-box screen, click once on 'Message' box.

3.  Click on Query at the top of the 'menu' bar and select 'enter' from the drop down menu. (shortcut is to hit F7 key).

4.  Click in the Subject line and type % and then the RPA # and then % (i.e., %99MAR000744%).

5.  Click on Query at the top of the 'menu' bar and select 'run' from the drop down menu (shortcut is to hit the F8 key).

6.  The information on current status, who is working on the RPA, etc. will populate the screen.  Or for specific tracking information double click on the grey box labeled 'PA Routing History' (in the bottom left hand corner of your screen) and it will display where the action has been since creation.  The top person is the current holder of the RPA.  Be sure to scroll to the right to see the top person’s ID.

NOTES:  

The RPA has to have been routed to your in-box, or saved to your in-box, in order to be able to track the RPA.

If you create the RPA and directly update to HR (without saving to your workflow in-box) then you can still track the RPA because you will receive an update notice for that RPA in your workflow-in box.

However, if you create an RPA and route it to another 'person' prior to saving the RPA to your workflow in-box, then you will not be able to track on that RPA. 
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