Processing Cancellation and Correction 

To process a cancellation or a correction to an action that was accomplished in the Oracle database, from the navigator select Request for Personnel Actions ( Cancellation / Correction and the following window will display. 

· Enter query mode [F11], type in a Name (Last Name, First Name, I) or Social Security Number (xxx-xx-xxxx).  A wild card (Wh%) should be used if an exact match is not being used for the search. 

· Execute query [Ctrl]-[F11], when the system finds a match it will populate the Full Name and Social Security number fields.  If using wild cards in your search scroll up or down in the Full Name or Social Security fields until you locate the record.  RPAs WILL NOT POPULATE UNTIL YOU COMPLETE THE NEXT STEP.    

· Once you have selected the record, click in one of the columns in the lower half of the form and the system will populate the RPAs associated with the record.
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FR-40350: Query caused no records to be refrieved





Note 1: The check box is selected.  If the check box is selected when executing a query in the Cancellation/Corrections window, your query will retrieve the Full Name, SSN and all RPAs associated with the records retrieved in the search.

Note 2: The check box is not selected: Your query in the Cancellation/Correction window will return all record types (i.e. Applicant, Employee, AGR) because there is no check for RPAs until you click in one of the columns in the lower half of the form.  You will receive the message “FRM-40350 Query caused no records to be retrieved” on the message line if you select a record that does not have any RPAs processed against it. 

