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Overview
This guide is to assist you through the new emails and action items generated from eKM. For exact details and steps, please see the eKM Users Guide, Action Tracker.  

What Types of Email will I receive?

You will receive one or both of the following emails:

· “Action Required” stated in the subject line.

· “Action Required” is a notification that an item as been created requiring your action.
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· “Action Tracker Entry” stated in the subject line.

· “Action Tracker Entry “ is an informational notification only.


[image: image2.png]Ce:
Subject:  Action Tracker Entry - CHRH A% TEST TRACKER




“Action Tracker Consult” state in subject line. 

“ Action Tracker Consult” is asking assistance 

Action Required Email: 

Receipt of  “Action Required” email:

· Indicates an action is assigned to you.

· Click on the link provided within the email to access ekm. 
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Want to change your password? Enter your usernarne first, then click here





· Login to eKM.

· The Action Tracker “POP UP” window will be displayed.
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· Now you can review the action sent to you.

· To see if a document is attached, maximize the window using the “Maximize Window” button in the upper right hand corner of the window.

   
[image: image5.png]M=




· Attachments will be located at the bottom of this screen.

· To view an attachment, click on it.

· To modify an attachment you must download the attachment to your computer.

· Using the Right mouse button, click on the attachment and select save as.
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· The save as dialog box will appear.  Choose a location to save the document while you edit it.  We recommend saving to your desktop for easy reference.

· Save.

· You can now make modifications to the document as needed.

· To upload your modified document, ensure your document was saved using the naming convention described in the Admin Correspondence Charter located on eKM within the Document Library.

· In the Action Tracker “POP UP” window click on the edit button found in the middle of the screen.
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· Use the “Browse” button located in the middle of your screen.
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· The Choose File dialog box will appear.  Select your modified document.
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· Click on the “Open” button.

· Use the Submit button at the bottom of the eKM window.

· In the Action Tracker window select the Advance button, or if you are the final recipient of this action, select Close Action Tracker. 

Action Tracker Entry Email:

· The email is used only to inform you that an item of your interest is posted.  You may retain these items, view them at your discretion, or discard them.  

Please attend eKM Training sessions held on Wednesdays, bldg 287 1st fl conference room @ 13:30-14:30, and Fridays, bldg 150 3rd fl conference room @ 09:30-10:30. 
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