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Reassigning Work Items in ezFedGrants
Quick Reference

Before You Begin

This document summarizes how Grants Administrative Officers (GAOs) can reassign work items in
ezFedGrants. The organization GAO has the ability to reassign work items in “Draft Pending Signature” status. This
is the status when the work item is assigned to the organization “Certifying Official.”

1. To reassign a work item, please log into ezFedGrants. Click on “Work Item Reassignment” tab on the left-
hand side. If this tab is not visible, then you do not have the GAO role.

2. On “Work Item Reassignment” tab, you can use the “Agency” and/or “Case Type” filters to filter and locate
a specific work item.

3. When the work item is located, under the “Transfer To” column, choose the intended user’'s name from the
dropdown and click the “Transfer” button to reassign the work item to the selected user.

% ezFedGrants

Reassign Cases [ s

Home

Opportunities
This screen allows for resssignmant of cases that are pending » signaturs and have an individual assignment,
1. Select the Agency and which type of Case 10 be transferned.

Applications
il 2. Eligible cases will be displayed, use the filtering option if needed (found in the colume headers),
3. Selext the person to transfer to from the drop donwn.
Agreements X cChck Barafis
Amendments M you need assistance, please contact the help desk using the Contact LSDA link on the lek
!
Claims Agency | AMS | CaseType |Report v
Reports

Case ID Agency Report D Status Last update Current Assignment Transfer To

RPT-5233 | AMS NI612-NIOOHGI0Z-PE-Final-21 | Drafit Pending Signature | 10/6/21 TEST GAQ v

Work Item r T T
Reassignment RPT-5285 AMS AMITAMAXXXKXGO02-PE-Q4-20 | Draft Pending Signature | 10/6/21 TEST GAC w
Work and User RPT.5287 | AMS AMI7AMAXOUXGO02-PE-Q4-20 | Draft Pending Signature | 10/6/21 TEST GAD v
Tra

Repayment
g "

Reports

RPT-5289 | AMS AMITAMAXOOMG002-PE-Q4-20 | Draft Pending Signature | 107721 TEST GAD | ~ -
Manage | |L |

P .
i RPT-5290 AME AM1TAMAXKXXXGOO02-PE-Q4-20 | Draft Pending Signature | 10/7/21 TEST GAD 4

Contact USDA

Training/Guidance

4. Once work item reassignment is completed, it should be available in the assigned user’s Actionable Items
list.
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Need Help?
Contact the ezFedGrants Help Desk at ezFedGrants-cfo@usda.gov.
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