How to Redirect Items in Everest/K2

1. Sign in to the “My Everest Workspace” using your MyBama login credentials

Sign In
Sign in with your MyBama
[ user name and password to
User Name: ik
= e | access this site. If you do
Password: | not have access, contact

your administrator.

For more information, see
Help

2. Click the right arrow on the line for the item you want to redirect
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3. Click the redirect arrow

Open Form Li,
C|lo
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4. Click the down arrow

Redirect

ﬁ Search: V “ /O X]

RECENT

5. Click the down arrow in the “Security Label” field then select “K2LDAP”

Redirect

b Search: N\ /O X
Match: Contains ™
Security Label: ‘ K2

RECENT

‘ Patrick, Jennifd_K2LDAP

- JPAtACK@Iata SHAREPOINT
Morris, Jessica

& jcmorris@fa.uz 3

si@ia.ue

Note: If you redirect using “K2” Security Label instead of “K2LDARP,” the item will
not be received by the person you are redirecting to and the item will no longer
appear on your workspace. If this occurs, contact Financial Affairs Information

Technology.

6. Enter the name of the person to whom you are redirecting and click the search icon
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7. Scroll through the list, click the correct name, then click “OK”

Redirect

b Search: /. Name

Match: Contains

Security Label: K2LDAP

| SEARCH RESULTS

B Kennamer, Bailee E
-

McNamee, Courteney E
¢ McNamee, Emily Marie
2 Kennamer, Franklin Dee

fdkennamer@ua.edu

Medina Mesa, Javier A

’ 3 Ab‘ljnamef\:,; Abdel ”Majéed
&8 Sbdel.m.abunameh@ua.edu

bekennamer@crimson.ua.edu

emily.m.mcnamee@ua.edu

8. The item will be removed from your workspace and moved to the person to whom you

redirected.
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