HOW TO VIEW CHECKLIST WHEN ACTION IS NOT IN YOUR INBOX

To view the Gatekeeper checklist when the action is not in your personal box please do the following:

· Go to ART

· Click on “Inbox Statistics”

· Check the Region and click “Submit”

· Select your Organization

· Click “View Details”

· You can select a way to “sort” otherwise press “submit”

· There is a column named “GK”  if there is a checklist there will be a “Y” in the column.

· From here you can “Ctrl F”  type in “Y” and press find.  It should take you the “Y” in GK.  Note:  If there are any capital “Y” in  any where else on the page it will also highlight them.

