Title: Cancel a Business Process
Functional Area: Benefits Administration
Role: Employee Benefits Division and Agency Benefits

; Coordinators
SYSTEM

Cancel a Business Process

You can cancel a business process that you or an employee initiated if no other tasks in the business
process have been completed. The Overall Status of the business process must be “In Progress.”

If the Overall Status is “Successfully Completed,” then you cannot cancel the business process. It can be
rescinded by DBM Shared Services.

Procedure:

1. Enter the employee name or W number in the Search field.

2. Click the Search Q icon.

Search Results - Workday

Search Results

Categories Search Results 1items
C
— ommon
Grants James Garner - A (W1234567)
i Prgm Magr IV | SPS Benefits Division A | Baltimore - 301 W. Preston St
Organizations
Employee
Payroll
People Tip: try selecting another category from the left to see other results
Processes
Procurement
Recruiting
Reporting
Security
Staffing

All of Workday

3. Click the employee name hyperlink.
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View Worker - Workday

=

_ Location Manager
JaEnVVe;S zgignﬁe_/r:) A Q Baltimore - 307 W. Preston St David Hayden (W1231234)

Prgm Mgr IV

( Actions )

[ ]
—
m-n

Summary
Job
Contact

Personal

Compensation

Benefits

Pay

More (3)

4. On the Job tab, click the Worker History sub-tab.

Mare

\n) Note: You may have to click the More drop down arrow to find a complete list of
options.
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View Worker - Workday
(=]

Organizations Worker History Additional Data More
James Garner - A
Prgm Mgr IV View Worker History by Category
(_Actions ) Worker History 31 items B vm.
Business Process EHeiS Initiated On Due Date C
Date

Open Enrollment Change: James Garner  01/01/2018  10/05/2017 01:27:26 PM 10/05/2 o,
- A (W1234567) on 01/01/2018

Ly Open Enroliment Change: James Garner ~ 01/01/2018 ~ 09/27/2017 03:47:59 PM 09/28/2
- A (W1234567) on 01/01/2018

Job
Open Enrollment Change: James Garner  01/01/2018  08/22/2017 03:46:07 PM 09/08/2
- A (W1234567) on 01/01/2018

Contact
Benefit Change - Employee Benefits 10/02/2017  10/02Z/2017 12:47:35 PM 10/05/2

P— Enrollment (EBD Use Only) : James
Garner - A (W1234567) on
10/02/2017

Benefits
Benefit Change - Employee Benefits 10/02/2017  10/02Z/2017 124735 PM 10/02/2
Enrollment (EBD Use Only) : James

Pay Garner - A (W1234567) an
10/02/2017

e Dependent Event: Selena Gamer-Aon  10/02/2017  10/02/2017 12:29:51 PM 10/02/2
10/02/2017
Benefit Change - Employee Benefits 10/01/2017  10/05/2017 02:32:55 PM 10/05/2

Enrollment (EBD Use Only) : James
Garner - A (W1234567) on
10/01/2017

Benefit Change - Employee Benefits 10/01/2017  10/05/2017 02:32:55 PM

Enrollment (EBD Use Only) : James

Garner - A (W1234567) on v

10/01/2017
<

5. Click the Related Actions and Preview ““ icon next to the business process you want to cancel.

\l) Note that the status of the business process is “In Progress.” We can cancel a business process
that is in progress. If the status was “Successfully Completed,” it may need to be rescinded by DBM

Shared Services or another event may be required to correct the employee elections.
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Action Event - Workday
=

/
Organizations Worker History Additional Data More
James Garner- A
Prgm Mgr IV View Worker History by Category
Worker History 21 items E vy e
Business Process EHocTve Initiated On Due Date C
Date
Open Enrollment Change: James Garner  01/01/2018  10/05/2017 01:27:26 PM ‘IU;’DS.-‘EA
- A(W1234567) on 01/01/2018
Sy Open Enrollment Change: James Gamer  01/01/2018  09/27/2017 03:47:59 PM 09/28/2
- A(W1234567) on 01/01/2018
Job
Open Enrollment C
-A(W1234567)on  Actions _
B _ Action Event o s
Benefit Change - Ei
Enroliment (EBD U:  Benefits » Cancel Enrollment nge -
e Garner - A (W1234 ) s _ g )
10/02/2017 Business Process Enroll in Benefits 3en ef|tS
Benefits i >
Benefit Change - Ei Favorite Hold Event (EBD USe
Enroliment (EBD U:  Integration IDs »
Pay Garner - A (W1234 Only) : James Garner -
10/02/2017
ertormance A (W1234567) on
Dependent Event: §
10/02/2017 10/01/2017
Benefit Change - Ei
Enroliment (EBD U: Subject Benefit Event: James Garner- A
Garner - A (W1234 (W1234567) on 10/01/2017
10/01/2017
Overall Status ~ In Progress
Benefit Change - Ei
Enrollment (EBD U Initiated On 10/05/2017 02:32:55 FM
Garner - A (W1234
10;01;201(? = Effective Date  10/01/2017
-
N

6. Hover over Business Process and then click the Cancel hyperlink.
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Cancel Business Process - Workday
Cancel Enrollment
Benefit Change - Employee Benefits Enrollment (EBD Use Only) : James Garner - A (W1234567)

on 10/01/2017 (actions )

You are about to cancel the Benefit Enrollment displayed below. Click the OK push button to cancel this Benefit Enrollment. Click Cancel to not cancel this Benefit Enrollment.

~

Initiated On 10/05/2017
Submit Elections By ~ 11/28/2017

Enrcllment Status Not Started

Elected Coverages 0 items LAl

Benefit Plan Coverage Beneficiaries

Benefit Elections  There are no elected benefit plans.

Waived Coverages 10 items A Al

Plan Type

Medical

Prescription

Nental

“ Ca ncel |

7. Scroll down if necessary.

8. Click the OK “ button.
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Event Canceled - Workday

Cancel Enrollment Confirmation
Benefit Change - Employee Benefits Enroliment (EBD Use Only) : James Garner - A

(W1234567) on 10/01/2017 (Actions)

You have st fully canceled the following Benefit Enrollment.

Initiated On 10/05/2017
Submit Elections By ~ 11/29/2017

Enrollment Status Canceled

Elected Coverages 0 items E vym.

Benefit Plan Coverage Beneficiaries

Benefit Elections  1here are no elected benefit plans.

Waived Coverages 10 items ﬁ ¥ m."
Plan Type
Medical A
Prescription
Dental

9. Click the Done button.

® Note the message that the process has been canceled.

10. The System Task is complete.
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