
 

E. Assigning/Reassigning a Confirmation      

  

1. How to Reassign a Confirmation Request to another Department 

1. In an opened confirmation request, select from the dropdown list, located on the top 
right of the screen, the department name for the confirmation request to be reassigned 
too and select the reassign button.  

 

 
  
2. It is optional to add a comment and select on the continue button.  
 

 
 
 



 

2. How to Reassign a Confirmation Request to another User 

1. In an opened confirmation request, select from the dropdown list, located on the top 
right of the screen, the department name from which the user is from. After the 
department is selected, the dropdown list of users’ names will become available for 
selection. Select the desired username and click the reassign button. 

 

 
  
 
2. It is optional to add a comment and select the continue button.  
 

 
 
 
 



 

3. How to Bulk Reassign / Unlock Confirmation Requests from the Pending 
Inbox 

A user can reassign or unlock more than one confirmation request from the pending inbox. 
Check the tick boxes of the desired confirmation requests, and select from the Action List 
Reassign or Unlock. Click on the submit button and follow the same steps above. 
 

 
 
Note: A Supervisor user can reassign or unlock more than one confirmation request from the pending 
inbox. A Clerk user can only reassign or unlock more than one request that is not already locked or 
assigned to another user. 
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