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Overview of WMU Electronic Workflow Forms

WMU Incidental Pay Form i See Appendix G for Definitions
The WMU Incidental Pay Form has replaced the paper one-time-pay form. The types of
payments that can be processed using an Incidental Pay are limited to the following:

Academic Award

Automobile Lease Payments
Clothing Allowance
Distinguished Teaching Award
Grievance Settlements
Longevity

Meal & Energy Allowance
Named Professorship

Phone Allowance
Performance Incentive

Shoe Allowance

Staff Award

Student Award

Teaching Endorsement Program
Training

An Incidental Pay Form can be submitted for an employee who has an active job record or
had an active job record during the current or preceding calendar year.

An Incidental Pay Form cannot be used to pay an employee for work performed. Payment
for hours worked of any type or duration must be processed using an online Temporary
Appointment form.

Note: The Incidental Payments for Academic Awards, Distinguished Teaching
Awards and Student Awards will be grossed up automatically. Staff Awards can be
grossed up upon request. A grossed up payment will be exclusive of deductions; the
payment amount entered will be the amount paid.

Any payments that are grossed up must be processed manually by the Payroll
department. Please contact the Payroll office to make arrangements to pick up the
checks.

WMU Temporary Faculty/Staff Appointment Form

A Temporary Faculty/Staff Appointment Form is used to appoint individuals to a temporary
assignment. Temporary appointments can be processed for individuals who have never
worked for the University, for individuals who have held previous temporary or regular
faculty/staff appointments, or for current benefits eligible WMU employees who will be
performing temporary work in addition to their current appointment.
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Overview of WMU Electronic Workflow Forms continued

WMU Hourly Student Appointment Form
An Hourly Student Appointment Form is used to appoint WMU students to student jobs.

Student appointments can be processed for students who have never worked for the
University, for students who have held previous student appointments, or for current
students who will be performing work in addition to their current student appointment.
During the summer, the Hourly Student Appointment Form can also be used to hire and
reappoint WMU students who are not enrolled during the summer sessions if 1) the student
will be enrolled in the Fall semester or 2) the student had been enrolled in the previous
Spring semester.

WMU Graduate Appointment Form
A Graduate Appointment Form is used to appoint WMU graduate students to Graduate

College fellowships, associateships, and assistantships. Collectively, these awards are
known as graduate appointments. Graduate students can be employed in teaching,
research, and non-teaching positions. Appointment forms must be submitted for each
semester/session worked.
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Requesting User Access

To process a PSHR WMU Electronic Workflow Form, you must have online security
access to the PeopleSoft WMU Workflow panels.

To obtain security access to the PeopleSoft WMU Workflow panels, complete and submit
the PSHR WMU Electronic Workflow Web Access Authorization form located at:
http://www.wmich.edu/hr/forms.html. Once you have been authorized, an e-mail will be
sent to you with sign-on information.

If you are unable to access the authorization form, or if you have questions regarding user
access, please contact Sara Anderson at sara.anderson@wmich.edu or 387-2984.

Web Browser Requirements

The PSHR WMU Electronic Workflow works best with Internet Explorer version 7.0 or 8.0.
If you are using a Mac, the Firefox browser seems to work best.

Accessing the WMU Electronic Workflow Form Panels

The Online Workflow forms are accessed by logging in through the GoWMU portal at:
https://gowmu.wmich.edu/cp/home/displaylogin.

Use your Bronco NetID and password to sign in.

wmu

| Your personal portal to Western Michigan University

O Internet Explorer 8 = Forgot vour password?

If you're using Internet Explorer 8 and some pages are loading blank, use the compatibilty view bufion o = Forgot vour Bronco NetID?

resoive the problem
From e blank page. chck the compaibility wew bution at the top nott of the 3ddress bar = Outages & Downtimes

You may get 3 session Imed ot eror, or il may take you back o Te GoWNL Jogin page. Log backin, and - mouting Rules and Policies
dl links should work. For more information about the compalibiliy bulior
Koy ihinas msan comasarchveZOORNAZ 7anraducinn-comnafibilitevisw asny

= Change your password
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Once logged into GoOWMU, y o u 0 | the Facdt@Staff Home Tab.

tudent Home  Libran

__—
My Work BO+O
@ Faculty Menu

# Faculty Detailed Schedule

@ Active Teaching Assignments
¢ Detailed Class List

Scrol |l down to t
1 Administrative A
1 section and click on the
f 6Peopl eSoResourldas ma
o _ o l ogind | ink.
@ PeopleSoft Administrative Applications
# PeopleSoft Human Resources login
¢ PegpleSoft Financials login N
@ Student Employment Online Transactions -
"

Once you click the login link, you

C will see the Workflow menu

Search:

[» My Favorites
[ Workiist

— D WMU Workflow Forms
b WMU Workflow Reports
[ Reporting Tools
[ PeopleTools
- Change My Password
- My Personalizations
My Svstem Profile
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Processing a WMU Incidental Pay Form i Initiator Role

Note: Fields marked by an asterisk (*) are required.

Note: If an Initiator submits multiple WMU Incidental Pay Forms during the same
day, the Earnings Code and G/L Combo Code will automatically populate with data
from the last form submitted.

1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access WMU Incidental Pay Form
a) 6 Cl onoMM& Workflow under Menu on the left hand side of screen.
b) 6 CI ondMM& Workflow Forms.
c) 6CIl i c k 6 -Incidentdréay Form.
d 6 Cl Add.k 6

Note: Do not enter a number in the WMU Form Number field. The system will
automatically assign a form number when the Incidental Pay Form is submitted.

WG| 8 Base Navigation Page

PeopleSoft.
(Monu &

Search:

|® g WMU Workflow
i. \:‘I’o':kﬂst i Wil Wiorkflovy menu
ﬁ WU Workflow Forms

—» ' WMU Workflow Forms
I WMU Workflow Reports

[ Reporting Tools

> PeopleTools

n a My P f

- My Personalzations

- My System Profile

=] bl - Inciclertal Pay Form
=]yl - Appoirtment Form

3) Complete Form - See Appendix A for Screen Shot

a) Enter the Employeeds Employee | D number
i. The Employee ID Number must be entered in order to complete the remainder
of the form.
i. The empl oyeeds name and job titlcenfirwi | | a

you have the correct employee.

Note: If the Employee ID entered is not valid, the system will display an error
message. Department must verify Employee ID with employee.
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b) Enter the Earnings Code.
i. 6 Cl ondhle boking glass icon to search and select appropriate code.
ii.  The Account (formally known as Object Code) will automatically populate
based on the Earnings Code selected.

c) Enter the G/L Combo Code to which the Incidental Pay is to be charged.
0 G/L Combo Code = Fund + Department + Account (Account defaults upon
selection of Earnings Code).
o0 The Department and Executive Area associated with the Combo Code will
automatically populate once the G/L Combo Code has been entered.

d) Enter Payment Amount.
i. Enter full payment amount i DO NOT enter an hourly rate.
ii. Enter Payment Amount using dollars and cents (e.g. 1000.00; 122.50).

e) Check Gross-up Box (only available for the following Incidental Payments):
i. Academic Awards, Distinguished Teaching Awards and Student Awards will be
grossed up automatically.
ii. Staff Awards can be grossed up upon request.

Note: Any payments that are grossed up must be processed manually by the Payroll
department. Please contact the Payroll office to make arrangements to pick up the
checks.

f) Add Comments.
i. Use the comments section for noting specific details about the payment.

4) Review the form

a) Carefully review the form prior to submittal. Once the form is submitted, it is routed
immediately to the Approver6 s war k1l i st

5) Submit Form

a) 6Cl i c k6 bhuttoreat thedattone df the panel.
i. The Incidental Pay Form will automatically be routed to the appropriate
approver(s).

b) The WMU - Incidental Pay Form ID number will appear at the top of the panel when
ASavedo.
i. The WMU - Incidental Pay Form ID number is needed for tracking purposes.

c) The Status and Status Date attop of panelwilupdat e once the form I
i. A St atusedff dirRoAipgp r o v athedorm hastbeeo sutcessfully h a t
submitted.
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d) The Date submitted, Time submitted and Who submitted the form will appear in the
fProcess Logd b o x .
i. See Tracking WMU Electronic Workflow Forms for information on how to
find out where a form is in the routing process.

Note: The Initiator has the ability to cancel a WMU Incidental Pay at any time during
the approval process. The WMU Incidental Pay cannot be canceled once it has been
loaded to the paysheet. If it is necessary to cancel an Incidental Pay after it has been
loaded to the paysheet, contact the Payroll office (387-2935).

pshrelectronieworkflow-usersguide.doc



Processing a WMU Temporary Faculty/Staff Appointment Form 1 Initiator Role

Note: Fields marked by an asterisk (*) are required.

Note: If an Initiator submits multiple WMU Temporary Faculty/Staff Appointment
Forms during the same day, the Appointment Type, Job Code, Salary Administration
Plan, Charge To G/L Combo Code, Location and WMU Mail Stop will automatically
populate with data from the last form submitted.

1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access WMU Temporary Faculty/Staff Appointment Form

a) 6 Cl onoMM& Workflow under Menu on the left hand side of screen.

b)) 6Cl ickdé on WMU Workfl ow For ms.

c) 6CIi c k6 © Appdvinegnt Form.

d) Select the Temp Faculty/Staff Appt Form from the WMU Form Type drop down box
e) 6Clicko6é Add.

Note: Do not enter a number in the WMU Form Number field. The system will
automatically assign a form number when the Temporary Faculty/Staff Appointment
Form is submitted.

3) Complete Form - See Appendix A for Screen Shot

a) Enter the Employeeds Employee I D or Soci al
i. An Employee ID or Social Security Number must be entered in order to
complete the remainder of the form.
ii. A WIN can also be entered.

Note: If you enter the Employee ID for a current employee, the Name fields, and the

last four digits of theemp | oyeeds soci al wilaaanratically popuwateb e r
If these fields do not automatically populate, the department must verify the

Employee ID with the employee.

Note: If the Employee ID entered is not valid, the system will display an error
message. The department must verify the Employee ID with the temporary employee.

Note: If you enter the Social Security Number for a current WMU employee, the Name
Fields, I-9 Date and Employee ID will automatically populate. If these fields do not
automatically populate, the department must verify the Social Security Number with
the employee.

b) Enter Remaining Appointee Information.
Note: If the Employee is a new hire with no previous WMU employment record, the

initiator will be required to enter a birth date and home address. These fields will be
visible to ONLY the initiator and HR.
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c) Enter Appointment Information (See Appendix C).
i. Enter Appointment Type. &lick6on the looking glass icon to search and select
appropriate code. This will bring up all appointment types available.
ii. To look at specific appointment types, type in the first letter of a three-digit
assignment type.

Example: Type 6H6 in Assignment Type search field
only. F = Faculty, S = Salaried (exempt), H = Hourly (non-exempt).

iii. The Job Code, Salary Admin Plan, and Grade/Rank will automatically populate
once the Appointment Type has been entered.

iv. Enter Appointment Begin Date and Appointment End Date. The Appointment
Begin Date and Appointment End Date may automatically populate depending
on the Appointment Type selected.

Example: If you are entering a part-time faculty appointment for Fall semester, the
Fall semester begin and end dates will automatically populate. If you need to change
one or both of the dates, the new date(s) need to fall within the semester timeframe,
or you will receive an error message.

Note: For adjunct faculty, visiting professors, part-time instructors, additional
faculty appointments and overload appointments, credit hours need to be entered.
The FTE will populate once the credit hours are entered.

d) Enter Pay Rate.
i. Hourly Appointments - Enter Payment Amount using dollars and cents.

Exampl e: I f the employeeds hourly pay rate is
Rate should be entered as: $8.30.

ii. Salaried Appointments - Enter Payment Amount using whole dollars, do not
include cents.

Exampl e: I f the employeeds salary is five hun
entered as: $500.

iii. Salaried Appointments i Enter the payment amount based on the time frame
being worked.

Example: If the employee should receive $8000 for 3 months work, enter $8000.
Do not enter monthly or biweekly salaries.

iv. Part Time Instructor (PIO & Non-P10O) Appointments i Enter the appropriate

pay components (Base, Wellness, Continuing Service,Other ) i n t he 0Pe
Component & section. The type is entered
amount is entered in the 6Comp Rated box

v. Enter amount(s) in whole dollars.
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vi To get additional component rows, <click
will add a new row for entry.-6 batdehetae
end of the row.

vii. Once all pay components have been entered, you must click the yellow
6Cal cul at e Comp e Aheactalamaurd wilbtieh auto populate in
t he Odltagyd Rob o x .

Example: The PIO member will receive a total of $4080 for the semester. Pay
Components could be entered as follows:

Base $3000
Wellness $ 80
Other $1000
Click the O6Calculate Compensationd but heon to

O0Pay Rated box.

Example 2: The non- PIO member will receive a total of $2250 (base only) for the
semester. Pay Component would be entered as follows:
Base $2250
Click the 6Calculate Compensation6é button to
6Pja Rat ed box.

e) Enter the G/L Combo Code to which the Temporary Appointment is to be charged.
i. G/L Combo Code = Fund + Department + Account (Account defaults upon
selection of Appointment Type).
ii. Once the G/L Combo Code is entered, the Location and WMU Mail stop will
automatically populate.

Note: You may change the Location and WMU Mail stop if they are different than the
default values.

f) Enter Work Phone
i. Enter the employeebs work number.

g) Enter Description of Work.
I.  Provide specific details about the payment.

Example: This employee will be typing draft grant proposals, preparing presentation
materials, and completing other project clerical work as needed.

Note: The Description of Work field is limited to 254 characters. Since there is no
automatic stop, the system will still allow initiators to key more than 254 characters.

If an initiator enters more than 254 characters into the Description of Work field, a
message will be displayed, notifying the initiator that the text has been truncated.
This message will only display in the following two cases:

a) If the initiator tabs out of the Description of Work field. The initiator may modify

the description before the form is saved. If necessary, additional notes can be made
in the Comments field.
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b) If the initiator saves the form while the cursor is still located in the Description of
Work field, the form is routed without giving the initiator an opportunity to modify
text or to enter additional Comments.

h) For faculty positions, 6 C h e c¢ ISigned Leteer of Offer on File box and type in the
location of the letter.
i.  Provide department name for the location of letter.

4) Review the form

a) Carefully review the form prior to submittal. Once the form is submitted, it is routed
i mmedi ately to klkte Approverds wor

5) Submit Form

a) 6CIl 1 kb & 6 Obitton & the bottom of the panel.
i. The WMU Temporary Faculty/Staff Appointment Form will automatically be
routed to the appropriate approver(s).

b) The WMU i Temporary Faculty/Staff Appointment Form ID number will appear at
the top of the panel when ASavedo.
i. The WMU Temporary Faculty/Staff Appointment Form ID number is needed for
tracking purposes.

c) The Status and Status Date at top of panel
i. A Status of HAROOutiend ifcoart efspprhoavtalt he f or m

submitted.

d) The Date submitted, Time submitted and Who submitted the form will appear in the
drocess Logbbox.
i. See Tracking WMU Electronic Workflow Forms for information on how to
find out where a form is in the routing process.

Note: The Initiator has the ability to cancel a WMU Temporary Faculty/Staff

Appointment Form at any time during the approval process. However, the WMU
Temporary Faculty/Staff Appointment Form cannot be canceled using the PSHR
Electronic Workflow System once it has been authorized. To cancel an appointment

or to make changes or corrections once a WMU Temporary Faculty/Staff

Appointment Form has been authorized, a paper temporary Transaction form must

be processed. To request atemporary transaction form, please send request to HR

via hr-hris@wmich.edu. Pl ease include the employeeds
combo code in the e-mail request.

Note: If you submit an hourly temporary appointment form with an end date that falls
within a pay period that has already been processed and paid, the Initiator will
receive an e-mail reminder after the form has been entered into PeopleSoft informing
them that a Kronos Correction form must be completed in order to pay the
employee.

pshrelectronieworkflow-usersguide.doc 11
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Note: Once the temporary appointment end date has expired, a NEW Temporary
Faculty/Staff Appointment Form must be processed. You can no longer extend a
temporary appointment using a paper temporary transaction form.

Example: An employee is hired from 7/1/06 to 12/31/06 for $7000. A NEW

temporary appointment form must be submitted for any work done after
12/31/06.

pshrelectronieworkflow-usersguide.doc
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Processing a WMU Hourly Student Appointment Form i Initiator Role

Note: Fields marked by an asterisk (*) are required.

Note: If an Initiator submits multiple WMU Student Appointment Forms during the
same day, the Appointment Type, Salary Administration Plan, Charge To G/L Combo
Code, Location, WMU Mail Stop and Description of Work will automatically populate
with data from the last form submitted.

1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access WMU Student Appointment Form

w under Menu on t he

a) 6Cl i ck on WMU Wor kfl o
kfl ow For ms.

0
b) 6Cl i ckd on WMU Wor
c) 6CIl i c k 671 AppointhentForm.
d) Select the Hourly Student Appt Form from the WMU Form Type drop down box.
e) 6Clickd Add.

Note: Do not enter a number in the WMU Form Number field. The system will
automatically assign a form number when the Hourly Student Appointment Form is
submitted.

3) Complete Form - See Appendix A for Screen Shot

a) Enter the Student Empl oyeeds WI N.
i. If the WIN entered does not exist in Banner, an error message will be displayed
and the form cannot be submitted.
e If the person is NOT a WMU student, a temporary appointment form
should be processed.
e |If the person is a WMU student, verify/re-enter WIN. If error still persists,
confirm WIN with student/ Registraros

Note: Once the WIN is entered, if a PeopleSoft Employee ID exists, the name fields
andt he | ast four digits of the student empl oye
automatically populate.

Note: If a PeopleSoft Employee ID does not exist, a message will be displayed
instructing the initiator to enter the studentemployeeés soci al security

Note: If the social security number entered on the form does not match the student

empl oyeeds social security numberlbedispByeh ner , a
and the form cannot be submitted. If the SSN entered on the form is verified as
correct, the student must go to the Registrar

resolved on Banner before the form can be submitted.

Note: If the Employee is a new hire with no previous WMU employment record, the
initiator will be required to enter a birth date and home address. These fields will be
visible to ONLY the initiator and HR.
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b) Enter Appointment Information (See Appendix C).
i. Enter Appointment Type.

¢ 0Clickd on the | ooki nsglectpppeopriate dodeon t o
Currently, only one Appointment Type (001) exists for Hourly Student
appointments.

e The Salary Admin Plan (STU), Appointment Period (fiscal year),
Compensation Frequency (hourly),and Account (3511) will automatically
populate once the Appointment Type has been entered.

ii. Enter Appointment Begin Date.
iii. Enter Appointment End Date.

e For student non-grant appointments, an end date is NOT required and
may be left blank.

e The end date IS required for grant funded appointments.

iv. Enter Job Code.
e 0CI i ck 6 agyglads ltan tolseamtkail available Job Codes.
e Select appropriate code from list.

Note: Because of KRONOS functionality, the same job code and same GL Combo
code cannot be used for more than one job. If an active job already exists on the
system with the same selected job code/GL combo code, an error message will be
displayed and the form cannot be submitted. Choose a different job code and
resubmit the form.

v. Enter Grade.
e €l ickdé6 on the | ooking glass icon to s
e You may also enter the grade without using the looking glass icon.
vi. Enter Step.
e 60Clickd on the |l ooking glass icon to
e You may also enter the step without using the looking glass icon.
vii. Review Pay Rate.
e A default hourly pay rate exists for Grades/Steps A/l through D/4; the
pay rate field will automatically populate with the default rate. You will
not be able to change the pay rate if it is defaulted, so please verify this
is the grade/step/rate at which you wish to pay.
e Topayabove the D/ 4 grade/ step, a grade
Grade field. Then enter the pay rate in the Pay Rate field.
o Enter Pay Rate using dollars and cents (e.g. 10.00, 12.55, etc).

c) Review/Enter Work Study.
I.  Click appropriate button to indicate whether Work Study funds should be used
to pay the student.
i. Clicking the O0Yesd button means that a s
money only if work study funds are available. If funds are available, the
system will automatically select the correct work study award from which the
student will be paid.
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d) Enter the G/L Combo Code to which the Hourly Student Appointment is to be
charged.
I G/L Combo Code = Fund + Department
e Account (object code) defaults to 3511
il. Once the G/L Combo Code is entered, the Location and WMU Mail stop will
automatically populate.

e) Enter Description of Work.
I The description of work is only required for Grade Q appointments.
il. Provide specific details about the payment.

Example: This employee will be typing draft grant proposals, preparing presentation
materials, and completing other project clerical work as needed.

Note: The Description of Work field is limited to 254 characters. Since there is no
automatic stop, the system will still allow initiators to key more than 254 characters.
If an initiator enters more than 254 characters into the Description of Work field, a
message will be displayed, notifying the initiator that the text has been truncated.
This message will only display in the following two cases:

a) If the initiator tabs out of the Description of Work field. The initiator may modify
the description before the form is saved. If necessary, additional notes can be made
in the Comments field.

b) If the initiator saves the form while the cursor is still located in the Description of
Work field, the form is routed without giving the initiator an opportunity to modify
text or to enter additional Comments.

4) Review the form

a) Carefully review the form prior to submittal. Once the form is submitted, it is routed

A

immediatel y t o the Approvero6s worklist.

5) Submit Form
a) 0Clickbé the 6Savebdb button at the bottom of
i.  The WMU Student Appointment Form will automatically be routed to the
appropriate approver(s).

b) The WMU i Student Appointment Form ID number will appear at the top of the

panel when fASavedo.
i.  The WMU Student Appointment Form ID number is needed for tracking
purposes.

c) The Status and Status Date at top of panel
i. A. Status of ARouted for Appbeensaccedsfullyndi c a
submitted.
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d) The Date submitted, Time submitted and Who submitted the form will appear in the
OProcess Logbé box.
i. See Tracking WMU Electronic Workflow Forms for information on how to find
out where a form is in the routing process.

Note: The Initiator has the ability to cancel a WMU Student Appointment Form at any
time during the approval process. However, the WMU Student Appointment Form
cannot be canceled using the PSHR Electronic Workflow System once it has been
authorized. To cancel an appointment or to make changes or corrections once a
Student Appointment form has been authorized, a Student Transaction form must be
submitted through the Student Employment Online Transactions (SEOT) system.

Note: If you submit a student appointment form with an end date that falls within a
pay period that has already been processed, the Initiator will receive an e-mail
reminder after the form has been entered into PeopleSoft informing them that a
Kronos Correction form must be completed in order to pay the employee.

Note: Once the appointment end date has expired, a NEW Hourly Student
Appointment Form must be processed.
Example: A studentis hired from 7/1/09 to 12/31/09 for $10.00. A NEW
student appointment form must be submitted for any work done after 12/31/09.

Note: If a student employee has not been paid in a G/L Combo Code for over six
months, the student will be terminated via an automatic mass termination process.
A new WMU Student Appointment Form must be processed to put the student back
on the payroll.
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Processing a WMU Graduate Appointment Form i Initiator Role

Note: Fields marked by an asterisk (*) are required.

Note: If an Initiator submits multiple Graduate Appointment Forms during the same
day, the Appointment Type, Appointment Dates, Pay Rate, Charge To G/L Combo
Code, Location, and Description of Work will automatically populate with data from
the last form submitted.

1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access WMU Graduate Appointment Form

w under Menu on t he

a) 6Cl i ck on WMU Wor kfl o
kfl ow For ms.

0
b) 6Cl i ckd on WMU Wor
c) 6CIl i c k 67 AppointheHtForm.
d) Select the Graduate Appointment Form from the WMU Form Type drop down box.
e) 6CkdcAdd.

Note: Do not enter a number in the WMU Form Number field. The system will
automatically assign a form number when the Graduate Appointment Form is
submitted.

3) Complete Form - See Appendix A for Screen Shot; See Appendix B for Definitions

a) Ent er the Student Empl oyeebs WI N.
i. If the WIN entered does not exist in Banner, an error message will be displayed
and the form cannot be submitted.
e |If the person is NOT a WMU student, a temporary appointment form
should be processed.
e |If the person is a WMU student, verify/re-enter WIN. If error still persists,
confirm W N with student/ Registraros

Note: Once the WIN is entered, if a PeopleSoft Employee ID exists, the name fields,
the EmployeelD, and t he | ast four di gi t ssoad setuhtg st ude
number field will automatically populate.

Note: If a PeopleSoft Employee ID does not exist, a message will be displayed
i nstructing the initiator to enter the studen

Note: If the social security number entered on the form does not match the student

empl oyeeds soci al security number on Banner,
and the form cannot be submitted. If the SSN entered on the form is verified as

correct, the student must go to the Registrar6 s of fi ce to get the SSN
resolved on Banner before the form can be submitted.
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Note: If the Employee is a new hire with no previous WMU employment record, the
initiator will be required to enter a birth date and home address. These fields will be
visible to ONLY the initiator and HR.

b) Enter Appointment Information (See Appendix C).
i. Enter Appointment Type.

e 60Clickd on the | ooking glass icon
Codes are set up by Job Title, Grade (Full, % appt, 2/3 appt, ¥ appt),
semester (Summer Il, Fall, Spring, Summer |) and GA type (Teaching-
GAT, Non-teaching-GAN, Research-GAR).

e The Appointment Period, Job Code, Salary Admin Plan (GAXx), Grade,
FTE, Pay Rate, and Account (3192) will automatically populate once the
Appointment Type has been entered.

e The Appointment Begin Date and Appointment End Date will also
automatically populate.

0 You may change appointment begin and end dates. HOWEVER,
the dates can only fall within the designated semester/session
date parameters.

Example: For Spring 2010, the date parameters are 1/11/10 and 5/4/10. You can
change the begin date to 1/20/10, but NOT 1/5/10. You can change the end date to
4/20/10, but NOT 6/1/10.

Note: Because of KRONOS functionality, the same job code and same GL Combo
code cannot be used for more than one job. If an active job already exists on the
system with the same selected job code/GL combo code, an error message will be
displayed and the form cannot be submitted. Contact Human Resources for
assistance.

ii. Review Grade.
e Make sure you have the correct grade (funding level) selected (Full, %,
2/3 or %)
o If grade is not correct, go back to the Form Appointment Type and
select the correct Appointment Type combo.
iii. Review Pay Rate (e.g. salary/stipend).
e A default pay rate exists for all graduate appointments.
o0 You may change the pay rate for an appointment. However, the
pay rate should not be less than the minimum for the grade.
o If changing a pay rate, enter Payment Amount using whole
dollars, do not include cents.
o If entering a salary/stipend amount different from the default rate,
the reason forthe changeshoul d be noted i n
section.
e To determine the appropriate pay rate for a late Graduate Appointment,
please contact the Graduate College for assistance.

c) Enter the G/L Combo Code to which the Graduate Appointment is to be charged.
I. G/L Combo Code = Fund + Department
e Account (object code) defaults to 3192.
il. Once the G/L Combo Code is entered, the Location and WMU Mail stop will
automatically populate.
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d) Enter Description of Work.
I The description of work is required.
il. Provide general details about the appointment.

Example: This employee will be typing draft grant proposals, preparing presentation
materials, and completing other project work as needed.

Note: The Description of Work field is limited to 254 characters. Since there is no
automatic stop, the system will still allow initiators to key more than 254 characters.
If an initiator enters more than 254 characters into the Description of Work field, a
message will be displayed, notifying the initiator that the text has been truncated.
This message will only display in the following two cases:

a) If the initiator tabs out of the Description of Work field. The initiator may modify
the description before the form is saved. If necessary, additional notes can be
made in the Comments field.

b) If the initiator saves the form while the cursor is still located in the Description of
Work field, the form is routed without giving the initiator an opportunity to modify
text or to enter additional Comments.

e) Enter Signed Letter of Offer on File
i. The Graduate College requires a Letter of Offer to be on file with the Graduate
College for all Graduate Appointments.
i. Form wi || be stopped i f tbhei dSnghedhbkekte
ii. If form is routed to the Graduate College and no Letter of Offer is on file with
the Graduate College (even if the box is marked), the form will be stopped
until the letter has been forwarded to the Graduate College.
iv. Enterthe LocationofL et t er (e.g. Col of A&S Deands
¢ If no location is noted on form, the form will be stopped.

4) Review the form

a) Carefully review the form prior to submittal. Once the form is submitted, it is routed
i mmedi ately to rkiste Approver s wo

5) Submit Form
a) 0Clickbé the 6Saved button at the bottom of
i. The WMU Graduate Appointment Form will automatically be routed to the
appropriate approver(s).

b) The WMU i Graduate Appointment Form ID number will appear at the top of the
panelwhen fASavedo.
i. The WMU Graduate Appointment Form ID number is needed for tracking

purposes.
c) The Status and Status Date at top of panel
i. A Status of ARouted for Approval 6 indica:

submitted.
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d) The Date submitted, Time submitted and Who submitted the form will appear in the
O0Process Logd6 box.
I. See Tracking WMU Electronic Workflow Forms for information on how to find
out where a form is in the routing process.

Note: The Initiator has the ability to cancel a WMU Graduate Appointment Form at
any time during the approval process. However, the WMU Graduate Appointment
Form cannot be canceled using the PSHR Electronic Workflow System once it has
been authorized. To cancel an appointment or to make changes or corrections once
a Graduate Appointment form has been authorized, a Grad Assistantship
Transaction form must be submitted through the Student Employment Online
Transactions (SEOT) system.

Note: Graduate Appointment forms must be submitted for each semester/session
worked, and appointment begin and end dates must fall within the specified
semester/session date parameters.

e |f a Graduate appointee needs to work prior to or between
semester/sessions dates, an Hourly Student Appointment form should be
processed to place the Graduate appointee on the payroll for the
additional time worked.
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Processing WMU Electronic Workflow Forms - Approver Role

Approvers are responsible for reviewing and approving, denying, or recycling WMU
Electronic Workflow Forms. There can be several levels of approval, depending on the
type of request and/or form submitted. Approval routing follows an automatic
predetermined sequence.

Once the Initiator submits a form, the form is added to the Approveré s Wo rWorklisto w
An e-mail is sent to the Approver stating thataform has been added to the
worklist. Thee-mai | subject | ine wil.| include the Prio:i
1) Log into PeopleSoft

a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access Worklist

a) 6 C| onoMordlist under Menu on the left hand side of screen.

b) 6 Cl ondMor@list.

c) 6 CI| ondirk é open appropriate form.

Not e: To sort by form type, I|é&CHoimcTkpe ordeaveWo r Kk |
blank to see all form types.

W I & Base Navigation Page I ‘ fi- B8
PeopleSoft. —
Search: MmMenw> |
| ) Worklist
DLIE L Maintai klist setti d monit fligt
~ Worklist Maintain wWorkis NG and monor Workist.
— Worklist = Worklist = Worklist Details
— Worklist Detd E Review a w!ﬁﬁs\ E Review worklist detailz.
[ WMU Workflow
- Reporting Tools \ Click one of these Worklist
- PeopleToals links to get to list of forms to
— Change My Password be worked ~
— My Personalizations
— My Systemn Profile

WHAT IS THE WORKLIST?
The Worklist is a panel containing a list of forms (items) that are pending approver review

and action. Once an approver (or an initiator, if the form was recycled) has taken action on
an item, the item is removed from the worklist.
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SAMPLE WORKLIST

Detail View

Work List Filters:

Customize | Find

From Date From Work kem Worked By Activity Priority Link
- - X \i
Anjers 10/06/2009 WhU_TA_RECYCLE WL WML TA_SUBMIT_ACTIVITY | WML TA Forr # 6136
| 08/16/2009 WMU_TA_WL_CC_APPR \WMU_TA_APPROVAL ACTITY | AU TA Form # 6124
Schu Anderson-WYWoods)
08/16/2009 WMU_TA_WL_CC_APPR \WMU_TA_APPROVAL ACTMTY | iU HEA Form # 33
Madd Anderson-Woods)
08/ 62008 WMU_TA_WL_CC_APPR WML TA_APPROVAL ACTIVITY o | ML HSA Form # 36
nderson-Yoods)
08/16/2009 WMU_TA_WL_CC_APPR \WMU_TA_APPROVAL ACTMTY o iU HEA Form # 38
Madd Anderson-Woods)

= 6 Fr e lst® the previous approver or initiator who has taken action on the form.

- O0Dat e 1Rhe datedhe form was forwarded to you from the previous approver/initiator.

® 6 Wo k k ei rdéscribes the action that was last performed on the form.

X 6Wor ked BYtheNastactionitabg tAken on the form; &ubmitémeans the form was
submitted by an initiator ~you are the firstapproveri n t he routing sequence.

the form was approved by a previous approver in the routing sequence ~ you may be the
second (or third) level approver.

% L i Tnclicking on the form link will take you to the form on the workflow page. Once you are at
the appropriate form, you can take action on the form.
3) Review Form

Questions regarding appointments and/or payment(s) should be discussed via an off-
line conversation.

NOTE: Awrong combo code (e.g. fund/cost center) cannot be corrected on the form.
You can deny the form and have the initiator submit a new form OR the initiator can
cancel the original form and submit a new form with the correct combo code.

4) Choose an Approval Action

e Approve

If additional approvals are required, the system routes the Incidental Pay Form to the
next Approver.
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If additional approvals are not required, the WMU Electronic Workflow Form is
authorized and sent for entry and/or payment. The Initiator will be notified via e-mail
that the WMU Electronic Workflow Form has been authorized.

e Deny

The Initiator and prior Approvers will be notified via e-mail that the form has been
denied and will not be processed.

e Recycle

Theformisret ur ned t o t h lestfdr nevision aad re-suldmdtal. wite Ihitiator
and prior Approvers will be notified via e-mail that the form has been recycled.

WMU Approval Rule Set:

Customize | Find | # First E 10of1 m Last
Step Action Available Date Time Action Date Time Seq Name

Payroll Run 1D: |:|
Paycheck Date: I:I

Deny

Bl save = Add Up-date.ﬂ}ispla)r|
Note: If you need to change action prior to submitting thef or m, O0Clickdé on
Wor klistd button to reset edaed/ofactions.takenfpprioy c o mm

to reset will be erased.

5) Add comments

a) Comments are required if the WMU Electronic Workflow Form is Recycled or
Denied.

6) Submit Form

a) Once an action has been batenlakethe bottam oftieCl i ¢ k 6
panel.
i. The Action (e.g. approved, denied, recycled), Date and Time the action
occurred, and Who took action on the fo
box once the form has been saved.
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WMU Approval Rule Set:

Customize | Find | # First E 1 of 1 m Last
Step Action Available Date Time Action Date Time Seq Name

Payroll Run ID: I:I

Approve Deny Recycle Paycheck Date: |:|

When the form is successfully saved, you will get a message similar to the following:
A FYIT Thisformisbei ng routed to the next approver |

s Add Update/Display

Note: Once the Approver has submitted the form, the work item will be removed from
t he Approverds workl i st

Note: The Initiator has the ability to cancel a form at any time during the approval
process. The Approver can only 6éDenyd a form to s

ALERT! Worklists can be more than one page long. To see all forms on your

wor klist, pl ease . thenumnberoffiornts\dm yow wérklist@can be
determined by looking at the display. If you have more than one page of forms, the
display will let you know hoy many are currently viewable (e.g. 1-25 of 30).

Ditail View Work List Filters:|

O\ .
Custarnize | Find | Wiew All | - (4] 1-19 of 13 C Last
From Date From Work ftem Worked By Activity Priority Link N—" N——
Mancy B WL Incidental Pa :
Crotanger 1EI2003 WNUIP WL HRMS. TREE WGR WU IP_APFROVAL ACTIITY [ Mg Markworked | Reassign |
KiistiL VMU TA Form #6124 .
oy DS/16I2000 WhU_TA_WL_CC_APPR WIHU_TA_APPROVALACTMITY[ v 7= AT ES MarkWorked | Reassign |
AOEN oorigooog WhUTA WL CC_APPR  WMU_TA_APPROVAL acThTY | o IHORPOMIES ogyoney | Reassion |
Madden - T - - (Anderson-oods)
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Canceling a WMU Electronic Workflow Form i REVISED 1/2010

Occasionally a WMU Electronic Workflow Form needs to be canceled. The form Initiator
can cancel a form, but Approvers cannot. Human Resources and Payroll also have the
ability to cancel forms if necessary. How you access the form to be canceled depends on
where the form is in the routing process.

Note: Once aform is canceled, it can no longer be processed.

1) Log into PeopleSoft

a) See Accessing the WMU Electronic Workflow Form Panels.

2) WHERE IS YOUR FORM?

1)

2) Is the form on YOUR worklist? (e.g. has been recycled back to you)

Is the form pending on an Approver worklist?
e If YES, see 2A) Access the WMU Electronic Workflow Form

e If YES, see 2B) Access Worklist

2A) Access the WMU Electronic Workflow Form

a 6Clckd on WMU Workfl ow under Menu on the |

b) 6Cl i ckd on WMU Workflow For ms.

c) €l i c k 6 ioAppoinment or Incidental Pay Form.

d 6Clickd the Find an Existing Value tab.

e) Enter a search value (e.g. the form number, or the employee name or the
employee I D etc.) and 6Clickd on the appr
that needs to be canceled.

f) Goto STEP 3

2B) Access Worklist:

a) 6Clickdé on Worklist under Menu on the | ef
b) 6Cl ickd on Worklist.
c) 6Cl i c k6 o napprapnate fotmo o pen

i. The word O6RECYCLEDOG wil!l be included u
d) Goto STEP 3

3) Cancel the WMU Electronic Workflow Form

a)6Clickd on the O6Cancel This Appointmentd b
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4) Add comments

a) A new comment box will appear for comment entry. To view previous comments,
6Clickd on View All or use the arrow butto

First (401 or1 [ Last)}

Note: The Initiator has the ability to cancel a form at any time during the approval
process.
e The WMU Incidental Pay Form cannot be canceled once it has been loaded to
the paysheet. If it is necessary to cancel an Incidental Pay Form after it has
been loaded to the paysheet, contact the Payroll office (387-2935).

e The WMU Temporary Faculty/Staff Appointment Form cannot be canceled
using the PSHR Electronic Workflow System once it has been authorized. To
cancel an appointment or to make changes or corrections once a WMU
Temporary Faculty/Staff Appointment Form has been authorized, a paper
temporary Transaction form must be processed. To request a temporary
transaction form, please send request to HR via hr-hris@wmich.edu. Please
include the employeeds name, employmad | D a
request.

e The WMU Student Appointment Form cannot be canceled once it has been
authorized. To cancel an appointment or to make changes or corrections once
a Student Appointment form has been authorized, a Student Transaction form
must be submitted through the Student Employment Online Transactions
(SEOT) system.

e The WMU Graduate Appointment Form cannot be canceled once it has been
authorized. To cancel an appointment or to make changes or corrections once
a Graduate Appointment form has been authorized, a Grad Assistantship
Transaction form must be submitted through the Student Employment Online
Transactions (SEOT) system.
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Re-working a Recycled WMU Electronic Workflow Form

When an Approver Recycles a WMU Electronic Workflow Form, the system will route the

form back to the I nitiatords wor kI ist. The 1 n
mail that the form has been recycled. The Process Log will indicate who Recycled the form
and when.
1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access Worklist:
g) 6 C| ondMor@list under Menu on the left hand side of screen.
h) 6 C| ondMorélist.
i) 6 Cl ondirnk éo open appropriate form.
i. The worj ORECYCLEDOG wi I | be included und
ﬂi‘ “1"}5' I@Base Mavigation Page l_‘
PeopleSoft.
Menu &
Search: Wain Meny =
| @
[» My Favorites o : : - .
Maintain fvorklist =ettings and moniter worklist.
— Worklist = i = Worklist Detail
—‘.“.fgll:kl:gt Details E Rejview a worklist, E RegL\szurili:tldsetails.

[ WMU Workflow

[ Reporting Tools

[ PeapleTools

— Change My Password
— My Personalizations
— My System Profile

Worklist for

Detail View Work List Filters: | "|

- . . ‘e . ]
Customize | Find | View All | &

Erom Date From Work lte Worked By Activi Priority Link
05/29/2008 WMU_IRLWL_HRMS_TREE_MGR WMU_IP_APPROVAL_ACTMITY wmu Incidental Pay Form # 153

0511 wzun WMU_TA_SUBMIT_ACTIVITY WU Temp Appointment Form # 24
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3) Review comments from Approver who recycled the form.

a)To view previous comments, OClickdé on
b) Questions or information regarding comments should be discussed via an off-line
conversation with the Approver.

4) Re-work WMU Electronic Workflow Form
a) 6CIl i c k6 Pagmett midrenatien (Incidental Pay) or Update Appointment

Information (Temporary Faculty/Staff Appointment Form/Hourly Student
Appointment Form/Graduate Appointment) box located at the bottom of the form.

Vi

Empl Red Contract Pay Type
Entered by HR

Approve Deny Recycle Ben Red Contract Begin Dt
Reviewed by Payroll
WMU Benefits Eligible Contract End Dt
BPP Pay Period Hours
[Jupdate Appointment Information y
[ Cancel This Appointment ABBR Nbr of Renewals
Bl save | [E view Wnrklist| =] Previous in Worklist | 4= Next in Worklist | B Add

b) Update necessary information. Questions regarding changes should be discussed
via an off-line conversation.
i. WMU T Incidental Pay Form 1 the Initiator is able to change the Earnings Code
and the Payment amount.

i. WMU T Temporary Faculty/Staff Appointment Form 1 the Initiator is able to
change any of the data fields except the Charge to G/L Combo Code. If the
G/L Combo Code needs to corrected, the form must be canceled and a new
form must be processed.

iii. ' WMU 1 Hourly Student Appointment Form i the Initiator is able to change any
of the data fields except the Charge to G/L Combo Code. If the G/L Combo
Code needs to corrected, the form must be canceled and a new form must be
processed.

iv. WMU ' Graduate Appointment Form i the Initiator is able to change any of the
data fields except the Charge to G/L Combo Code. If the G/L Combo Code
needs to corrected, the form must be canceled and a new form must be
processed. Appointment dates may be changed only within the parameters of
the semester/session dates.

Note: |If just the fund portion of the G/L Combo Code needs to be corrected (e.g.
change from a fund 11 to a fund 25), the form can be revised and re-submitted.

Note: The Initiator can also choose to cancel the WMU Electronic Workflow Form
or not change any data, enter new comments and resubmit the form.
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5) Add comments

b) The comment box will be cleared for new entry . To view previous ¢
on View All or use the arrow buttons. l
v

Find |View Al First Kl 2 o2

Comment# 2 by: Buster Bronco DatefTime: (G/18/2008 1:32:03PM
Infois correct per the Grants office

6) Re-submit Form

WMU Approval Rule Set:

Customize | Find | i First E 1 of 1 m Last
Available Date Time Action Date Time Seq

Payroll Run 1D: I:l
Deny Recycle Paycheck Date: |:|

Bl save S Add lpdate/Dizplay
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Tracking WMU Electronic Workflow Forms

1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access Form

a) 6 Cl onoMMVI&y Workflow under Menu on the left hand side of screen.

b) 6Cl ickdéd on WMU Wor kfl ow For ms.

c) 6 Cl ondésided form type.

d) 6 C| ondhle Bind an Existing Value Tab.

e) Enter one of the following fields in the search list: WMU Form Number, Process

Status, Employee ID, First Name, Last Name, Fund, Department, or Account Code.

Note: Leaving all search fields blank will retrieve all forms that you have access to
view. This includes forms that you have taken action on and forms that have been
routed to you.

f) Select appropriate Workflow form. If selecting an Appointment Form, chose form
from the WMU Form Type drop down box.

Search:
|®

[+ My Favarites
[» Self Service

[ Warklist

= L okl ot

= WL Warkflow Forms
=Whil) - Incidental Pay
Earrm
= Wil - Appaintrment

T
[ Bpos

[ Reporing Tools

[ PeopleTools

= Change My Passward
= My Personalizations
= hly Systerm Profile

= My Dictionary

WU Appointment Form

Enter any information you have and click Search™beave fields blank for a list of all values.

[ Find an Existing Value {_Add a Mew Yalue |

WMU Form Type: = w

WU Form Number: Hourly Student Appt Form _
WMU Process Status: lﬁ Temp Faculty'Staf Appt Form 1—",
EmpliD: hegins with | |

User Ilx begins with | |

First Name: begins with + | |

Last Name: begins with + | |

Fund Code: heging with | |

Department; begins with | |

Account: | beging with » || |
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ﬁ 49? [ g WML - Incidental Pay Form l ‘

PeopleSoft. e e

Search:
I My Favorites WMU Incidental Pay Form
[ Worklist Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
= WML Workflow
=~ WU Warkflow Farms j Find an Existing Value { Add a New Value
— WML - Incidental Pay
Farm -
— WWU - Temporary Appt WU Form Number: | = v| | ||
Form WMU Process Status:| = v| | w
[ WU Workflow Repors - -
I> Reporting Tools EmpliD: | beqgins with ||
[ PeopleTools User ID: egins with |

— Change My Passwaord
— My Personalizations First Hame: |begin5 with v||
— My Systemn Profile

|

|

|

Last Hame: |begin5 with v|| |
Earnings Code: |begin5 with v|| |
Fund Code: |begin5 with v|| |
Department: |begin5 with v|| |
Account: |begin5 with v|| |
Search | Clear | Dasic Search (5 Save Search Criteria

Find an Existing Value | Add a Mew Value

3) Review Status

a) The process log will indicate the status of the form, to whom the form was last routed
and the date that the formappeared on t he appr Otheformitasbeenr k1 i s
authorized, the log will show who authorized the form and when. When the form has
been entered by Human Resources, the actio
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SAMPLE WORKFLOW LOG

WMU Approval Rule Set: DIV004 Extended University Programs
Customize | Find | # First E 1-6 of 6
Step Action Available Date Time Action Date Time Seq Name
1 Form Initiator Initiated 0515/2008 5:47.06PM Buster Broneo
2 Approver Level 1 Approved 05152008 5:4707PM 05/29/2008 4:23:10PM 3 Roy Rogers
3 Approver Level 2 Approved 05/29/2008 4:2310PM 05/29/2008 4:35:15FM 1 Dale Evans
4 Provost Office Approved 05/29/2008 4:35:15PM 05/30/2008 5:26:06FM 1 The Provest
5 HR Representative Pending 0513012008 5:26:06PM 1HE Rep 1
fi HR Renrasentative Pendinn NRIANZO0R & 26 0DAPM 7 HRERep 2

Step: Indicates the step/role in the approval process.
Action: Indicates the status of the form at each step/role in the approval

Available Date Time: The date the form w put on the ap

Action Date Time: The date the Approver took action.

Name: The name of the person(s) who are authorized'to approve the form.

Note: All approvers have an alternate approver. These names will also appear on
the Iist while it is in O6pending6 status. On
alternate names will disappear from the process log.

Note: Once a WMU Electronic Workflow Form is routed to a worklist, the person
responsible for working the item will have 48 hours to take action. If a worklist item
that is currently assigned to you has timed out, you will receive an e-mail notification
with the subjectlineof &6 Ti me o ut Thevemak Will imdiclte an instance ID
number for reference. The timeout notification does NOT remove the item from your
worklist. You must still take action on the item.
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Accessing a Timeout Worklist Item

1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access Worklist
a) 6 C| ondMor@list under Menu on the left hand side of screen.
b) 6 CI| ondhle Detail View link.

c) Scroll to the right hand side of the page to view instance ID number. The comments
secti on JAwutolTimeostd at e 0

3) Follow steps outli
Approver Role.

ed under Processing a WMU Electronic Workflow Form 1

1

ﬂi‘ b I@BaseNavigationF?ée l_‘ ﬁ - B

PeopleSoft/

Search: Wain Menu =
® | | E| workiist

Maintain worklist =ettings and moniter worklist.

[» My Favorites

— Worklist
— Worklist Details
[ WMU Workflow

[ Reporting Tools
[ PeapleTools

EE“ Worklist E Worklist Details

Review a worklist.

Review waorklist details.

PeopleSoft.

3

Waorklist Add to Favarites

New Window | Help | Custamize Pac

Worklisy/ for
Detail View Work List Filters: | V|
Customize | Find | View All | B First [1] 1 of1
From Date From Work ltem Worked By Activity Priority Link
WMU Temp Appointment Form #
0512812008 WMU_TA WL_CC_APPR WMU_TA_APPROVAL_ACTIVITY 257

Note: If no action has been taken on an item in your worklist for 48 hours, you will
receive an e-mail reminding you an unworked item is on your list that needs review.
The timeout notification does NOT remove the item from your worklist. You must
still take action on the item.

pshrelectronieworkflow-usersguide.doc 33



Helpful Hints

e Whenyou are reviewing a form, to see a
box at once, click o6View Al Il Ob.

e Whenyou are ready to work a form on vy
you have a long list. You may have more than one page of forms to

work.

e Some types of appointments (Graduate Appointees) have a long list of
appointment/assignment code types. To see all code types, click the
OView All 6 Ilink (found on the | eft s
Resul tsd header.

e Forms remain available for review (through Workflow link) indefinitely.

e When you are entering data on the form, you can accesstheUs er 0 s
Guide by clicking on the Guide link at the top of the form.

e The approval path for a department can be found using PSHR Reports.
e Approval Rule Sets were determined & approved within each VP area.

e Approval Rule Sets can be modified, but an Authorization form must be
submitted to do so.

¢ Once an employee has been given workflow access, s/he does not need
to resubmit the request if s’/he moves to a new department.

¢ When you submit an hourly temporary appointment form with an end

date that falls within a pay period that has already been processed, you
must submit a KRONOS correction sheet to get the person paid.

pshrelectronieworkflow-usersguide.doc 34



e Appendix AT WMU Electronic Workflow Form Screen Shots
Incidental Pay Form

/ WU Incidental Pay Form

IP Form #: Status: Mew Form Status Date: 0G/24/2008 Reference Guide

*Empl ID:|:| Name:

Job Title:

*Earnings Code:| | *Charge To GiL Combo Code: | ~|

*Payment Amount: I:l

Find|ViewAll  First (4] 4 or 1 [ Last

Comment #: by: Date/Time:

WU Approval Rule Set:

Process Log Customize |Find | 8 First [ 4 o1 [ Last
Step Action Available Date Time Action Date Time Seq Name

Payroll Run ID: I:l

Approve Deny Recycle Paycheck Date: I:l
& save Es Add Update/Display
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Appendix AT WMU Electronic Workflow Form Screen Shots

Temporary Faculty/Staff Appointment Form

/ WMU Appointment Form

Temp Faculty/Staff Appt Form
TAForm  # Status:

Empl ID: l:l Hame Prefix: l:l
wi:| | Frsthame: | |
usassn:| |

Meswy Form

Middle Name: | |

Last Name: | |

Name suoc[ ]

“Appt Type: l:IQ Description:
‘Appt Begin Dt: l:l
Job Code: | |
GradeRank: ||
‘Pay Rate: |:|

*Charge To GIL Combo Code: |

Appt End Date: I:I
Step: EI

Appt Period:

Salary Admin Plan:

Status Date: 09/30/2009 User Guide

Location: I:I

Work Phone: | |

whumaitstop:[ |

Description of
Work:

Comment #

First [ 1af1 [ Last

DateTime:

WU Approval Rule Set;
Process Log

Step Action Available Date Time

1

i [
Empl Red |:| Ben Rcd |:|

WU Benefits Eligible

g [ |

Approve Deny Recycle

Bsave |

pshrelectronieworkflow-usersguide.doc

First E 1af 1 |I| Last

Action Date Time T Name

Contract Pay Type |:|

Contract Begin It

contractEnapt | |
Pay Period Hours l:l

Nbr of Renewals| |

Entered by HR.
Reviewed hy Payroll

Eradd | FlUpiate/Diz
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Appendix AT WMU Electronic Workflow Form Screen Shots
Temporary Faculty/Staff Appointment Form with Part Time Instructor Pay Components

/ WMU Appointment Form

Temp Faculty/Staff Appt Farm

TAForm  # Status: Mew Form Status Date: 07M18f2010 User Guid

Empl ID:I:I Hame Preﬁx:l:l
wi: | First Name: | | [i
usassi: | middie Name:| |

Last Hame: | |

*Appt Type: |F&1 |4 Description: Fall Semester, PIO Non-Cont/SS

*Appt Begin Dt: | 08/23/2010 |3 Appt End Date: |12/23/2010 | Appt Period:  300-Fall Semester

*Job Code: l:l P10 Non Continuing/Senior Stat Salary Admin Plan: 040  Part-Time Instr- PIO
Grade/Rank: I:I Step: I:I # Credit Hours: FTE: I:I
*Pay Rate: I:I Contract Calculate Compensati0n|
*Charge To GIL Combo Code: | |*| - 3161 location:| |

Work Phone: | |

Description of [[] signed Letter of Offer on File
Work:
Location of Letter: | |
Pay Components Find First [4] 12 o2 [H] L
“Rate Code Descr *Comp Rate Comp Freq Currency

Comment #: by:

Date/Time:

I
WU Approval Rule Set:

First E 1 0f 1 |I|

Step Action Available Date Time Action Date Time Seq Name

empip [ ] Contract Pay Type[300 |
Approve  Deny Recycle EmpiRcd| | BenRed| | Contract BeginDt [08/292010 Entered by HR

WHU Benefits Eligible Reviewed by Payroll
Contract End Dt
e [i]

Nbr of Renewals

Bl save S Add 1]
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Appendix AT WMU Electronic Workflow Form Screen Shots
Hourly Student Appointment Form

| WMU Appointment Form

Houry Studert Appt Form
HSA Farm # Status: Mews Farm Status Date: 091482009 User Gui

Empl ID: l:l Name Prefix: I:I
WIN: l:l First Name: | |
usassi:[ | Middie Name:] |

Last Name: | |

Name Suffix: l:l

*Appt Type: l:IQ Description:
*Appt Begin Dt: l:l Appt End Date: l:l Appt Period:
*Job Code: l:l Salary Admin Plan:
Grade/Rank: I:I Step: EI
. . SFA Oni
payrate: [ | Oves OMo vl o

‘Charge To GL Combo Code: I:I - l:l - Location: l:l

Waork lene:| |

WU Mail Stop:

Description of
Work:

First [4] 1 of 1 [ L:

Comment = ] Date Time:

WU Approval Rule Set:

First [4] 1 of 1 [ L.

Available Date Time Action Date Time Name

Empl ID I:I Contract Pay Type I:I
Approve Deny Recycle Empl Red l:l Ben Redd l:l Contract Begin Dt l:l Entered by HR
WMU Benefits Eligible Contract End Dt l:l Reviewed by Payrol
BPP I:I Pay Period Hours l:l

ABER l:l Nbr of Renewals l:l
Bsave | Ertdd | Fe
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Appendix AT WMU Electronic Workflow Form Screen Shots

Graduate Appointment Form

Graduate Appointment Form

pshrelectronieworkflow-usersguide.doc
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