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Assigning Work Items

AP Sorter page work items must be assigned to specific e mploye e numbers before working them. Listed below are the steps on how to assign
work items on the AP Sorter page for AP and ECM.

AP Assigned Items and ECM
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1. Clickthe Selectthis r to select a desired line.

L J Abwvays refresh the AP Sorter paam assigning work items.

e Sort Status47 - once Work Group47 is selected, status of "Assigned” i s automatically populated .

7 for appropriate work group.

3. Enter Assi £ for the employee number of desired associate .
4. Click Saved?.





