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The Reassign function allows you to return the effort document to the assigned 
reviewer or certifier listed on the All-Person column. See exhibit A 
 

 Use the Reassign function if the Save for Later button was clicked and the effort 
document is now locked in your inbox or if the effort document was submitted 
and another reviewer needs to make adjustments to the effort document. Note: 
If the effort document is awaiting certifier approval, contact the certifier to (Send 
Back) the document to reassign it to the correct reviewer or certifier. 

 
  Exhibit A 
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Below are two methods of locating the Reassign Function. 

 

Method 1 
 

Step#1 Open the Effort Certification Document (ECD) using the Inbox.  
 

 

 
 

Step#2 Click the Task Actions wheel icon located in the document's upper right corner, 
then click the Reassign. 
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Step#3 Click the hamburger menu to select the employee to whom the Effort 
Certification Document (ECD) is being returned. Next, enter the reason for the 
reassignment in the Reassignment Reason box and click the OK button. 
 

 
 

 
 
 

Step#4 once the reassignment request is finalized by the ITS Dept., the effort document 
will appear in the associate’s inbox.  
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Method 2 
  

Step#1 Open the Effort Certification Document (ECD) using the Find Effort Certifications 
report.  
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Step#2 Click the (…) ellipsis to open the submenu, and click on the Reassign This Task. 
 

 
 

 
 
 

Step#3 Click the hamburger menu to select the employee to whom the Effort 
Certification Document (ECD) is being returned. Next, enter the reason for the 
reassignment in the Reassignment Reason box and click the OK button. 
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Step#4 once the reassignment request is finalized by the ITS Deptthe effort document 
will appear in the associate’s inbox. 


