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Contact Person: Teresa Morgan
 

Phone #: (304) 558-3950 Ext 57220

 

     Instructions:

      Example: Suppose you have a straight line work flow (please see below)







WV-11 Entry Group               Data Entry Manager                   Division Manager                     Personnel                  Budget  

      1. Enter the level (stop) number. Example 0 - for  WV-11 Data Entry Group. 

      2. Enter the Contact’s User ID of the WV-11 Entry Group

      3. Enter the Contact’s Name 









      4. Enter comment/description of the group

      5. Repeat steps 1 to 4 moving from the previous  stop to the next stop 

      7. Your Work Flow should look similar to the following.
	Level
	User ID
	Name
	Comment

	0
	FA#0008
	Jane Doe
	WV-11 Entry Group

	1
	FA#0007
	John Doe
	Data Entry Manager

	2
	FA#0006
	Nancy Smith
	Division Manager

	3
	FA#0002
	Sam Body
	Personnel

	4
	FA#0001
	Annie Body
	Budget

	
	
	
	











Contact Person: Teresa Morgan  

Phone #: (304) 558-3950 ext 57220
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