Creating a New Queue

OPTION 1. Create by Cloning Existing Queue

1. Loginto PREP and go to Queue Administration
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2. Select ‘Clone’ for the queue to be copied

Ohio PREP

Reconciliation Portal

Please do

Queue Administration

Select Agency OBM

ueue Approval Level Assigned User Is Valid

Fiscal Card - Jeff Desi Final App . i Approval Users

Fiscal Cardholder - Jeff Final Approver, Y Approval Use

OEM Deszignated Sup Reconciler, Final Approver, | Y Approval Users

OBEM HCM Supervisor Reconciler, Final Approver, Approval Users

H - IT Test Queue i IT Test Final Approver, Approval Users

Create New Queue

3. Name the new queue
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4. Setup the new queue

5. When finished, click on ‘Submit’



OPTION 2. Create From Scratch

1. Loginto PREP and go to Queue Administration
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2. Click ‘Create New Queue’ button
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3. Name the new queue
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4. Setup the new queue
5. When finished, click on ‘Submit’



