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Quick Reference Guide 
Reviewing and Closing a Work Request 
Last Revised: 2/19/2025 

Review the work request 

1. From the Examiner dashboard, to view assigned or all work requests, select from one of the following: 

• My Task For M/DD/YYYY (today’s date). 
• Total Active Work Requests. 
• My Work Requests. 

 

2. Click on My Work Requests to view all Active, Tentative, and Closed work requests. If a work request was assigned 
by an institution, the institution name displays above the work request. 

 

A red badge will appear on the work request card when there are no expenses entered. 
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3. Click Send Comments to send comments and questions to the Examiner Resource Application (ERA) Coordinator. 

 

4. Fill the following information: 

a. Select a Comment Type from the dropdown and enter information as needed in the comment box.  
b. Click Send Comment. 

 

When a work request is sent for an exam in a confidential case, a coordinator will select an examiner to 
perform the work and the work request will then appear in the examiner’s dashboard as a Tentative 
Work Request. 

5. Click Tentative work requests to view the case and exam information(from step 2) If the work request is confidential 
and you have not conducted the type of exam listed in the work request detail, contact the ERA Coordinator. 

 

If there are questions about a conflict of interest on any work request, contact the ERA Coordinator. If a 
conflict of interest is identified, the specific examiner can not take this work request. For that reason, 
close the work request (see page 3, which shows how to close a work request). 
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Close a work request 
1. From the Examiner dashboard, to view assigned or all work requests, select from one of the following: 

• My Task For 1/5/2023 (today’s date) 
• Total Active Work Request for all work requests assigned 
• My Work Requests 

 

2. Click on the Work Request ID number. 

.  

3. From the work request details page, click Close Work Request. 
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4. Select a reason from the reason dropdown and enter more information if applicable to explain why the work 
request is close. 

Reasons: 
• The assignment is complete 
• Your were dismissed from the case 
• The case is dismissed 
• There is a conflict of interest 

5. Click Submit. 

 
6. Click Yes in the dialog, and the work request will change to Closed status. 
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