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HPMS/CCM Module:

1. You will now be able to cancel an approval request as the Business Owner, Correspondence
Owner, or Administrator.
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2. Apopup box will display to document the reason (optional) you are canceling the approval
request.
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3. Anotification email will be sent to the Approver indicating the approval request has been
canceled.

Your action Corr Owner Cancel has been canceled

server@codysoft.net
To @ Michelle Larson
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Action Corr Owner Cancel that was pending your approval has been canceled.

Action Plan Details:

Canceled By: Michelle Larson
Action Plan #: 8411-A
Action Plan Name: Corr Owner Cancel

Link to Action Plan: OPEN

Correspondence Details:

Correspondence #: correspondences/2275-A
Correspondence Name: Corr Owner Test

Link to Correspondence: OPEN

4. The approver tab within the Action Details will display a more detailed audit trail of an
approval. With this table you can see:
o Whose review is required
e Theiremail address
e The date the review was requested
e The number of days that the request has been in review
e The date it was completed (if applicable)
e Any comments (if the request was canceled)
o Toreview the individual comments, select the bubble and to review all of the
comments select the arrow next to the column header “Comments”
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