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This process will ensure that an email can not be selected by another user. You can also ‘assign’ an email to a member of your team. 

These instructions should assist in the management and organisation of incoming emails. 
1. From your Dashboard, select the E-mail from the Queue
[image: ]
2. Once the E-mail opens up, click on to the ellipsis (3 dots):
[image: ]
3. From the drop down menu, click on to Queue Item Details.
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4. Click into the Worked By field
Type the first few letters of your colleagues name (or your name) and click on
the look up button.
Select the correct Name from the list.
Note: The name should appear so that it can be selected. If the name doesn’t
appear, then you may need to use the wildcard (*)
[image: ]

5. Your name (or colleagues name) will now display in the Worked by column.
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6. Finally, click on the Save and Close button.


7. If you navigate back to your dashboard, you will now see that the ‘Worked By’ column now displays the selected name. 
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home=> .. WoW- > Students

Knowing Myself

Students It may sound a bit strange but you may not be aware of or understand how different
Careers, Jobs and factors affect your leaming, performance and progress. You may also not understand how
PI; it

acements you come across to other people and how this affects their judgement of you. Self
Knowing Myself knowledge is a pre-requisite for positive change, development and achieving your goals
My e-Portfolio

As this section of the WoW website develops over the coming weeks, it will aim to provide

Graduate Skills you with both the knowledge and tools required to ‘know yourseif

‘WoW Skills
I the meantime below is a summary of the areas the "Knowing Myself section of the

The Graduate
Development Centre WoW site will cover;

Upcoming Events

About me / Self-Awareness

Reflection
Learning Styles and Guidance

Sign-up for WoW

Feedback + Personal Development Planning (PDP) and Goal Settin
Policies + Self lianagement

Key Career & Planning Milestones
Contact information

If you wish to leam more about how LJMU can assist you please contact the Graduate development Centre at
GDC@LIMU ac uk or telephone 0151 231 8099

”
A degree alone
is not enough.
Employers value
skills such as
communication,
‘team-working
and problem
solving. Job

demonstrate
that they have
these skills will
have a real
advantage.
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T Ellise Goddard; Scholarship Enquiry - Elise Goddard
c ATOP;atop@chester.ac.u Disabilties Team
Subject™ DSA Notification of Entitlement - 2018/19 - Ellise Goddard - 68115013490
Created On 19/10/2018 0214

Send to Email Addres:  Contact Default
Known As Miss Ellse Goddard
Attachments
File Name File Size (Bytes)
68115013490-DSA2-181012-1607-(18-19) paf 338,145

The email below might contain script or content that s potentially harmful and has been blocked.
See the full content.

Dear Student,

Activity Status Received

B E-mil DSA Notification of

28 Assign

B, Add to Queve

& Convertto Enquity
D) Queue ftem Detais
© share

@ Run Worfow

] Start Dislog

) Word Templates

) Run Report

~ & Liverpool John Moores Universty [68] & | Search -

Sales Literature

Connected To

No Connection records found.

Show Record Properties |

Role (To)

Planning & Information

&) Employee-focing registry . |~ Assessment Board Mainte.

v oF

Priorty Due Status Reason Ouner"
Normal -~ Received £ SAW Disa
A

Read only

v

a




image6.png
[l uesrmem | customize

B D ©

Swe Saem  view R Start
Cose'  Hierarchy £ ada Fiow Worion Dikg
save Collborste Process
S () Quese iem Queeitems <[4
= DSA Notification of Entitlement — 2018/19 - Ellise...
Related 4 General

4 Common o o
2 AuditHistory Quese™ B Dsites Team & Quesetten® T DA Notincation f il § [

4 Process Sessions Worked By | |

&4 Background Processes

Real-time Processes

Entered Queve  [19/10/2018

Modified On 197102018





image7.png
Nemen] =

&4 Background Processes

eal-time Processes

DSA Notification of Entitlement — 2018/19 — Ellis

Related 4 General
4 Common
2 Audit History Queve™
14 Process Sessions Worked By

Entered Queue

Modified On

5 Disittes Team -1
BT

1971072018

197102018

Quee ftem *

o kb ¢ &8
RS
Quece fem- pomaten Queve Item Queue ftems -y

% DSA Notication of Entil § (5]




image8.png
Dashboards

Dynamics 365 Student Servic.

B SAVEAS

ULT G CREATEENQURY ~ & REFRESH ALL

)

Entered Queve & From (Object) Title Worked By Queve

= 19/10/2018 09:14 dsa dsa_team@slccouk  DSA Notification of...  Deborah Smith  Disabilites Team




