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Overview of WMU Electronic Workflow Forms 

 
WMU Incidental Pay Form ï 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. 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

http://www.wmich.edu/hr/forms.html
mailto:maryjo.ward@wmich.edu
https://gowmu.wmich.edu/cp/home/displaylogin
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Once logged into GoWMU, youôll see the Faculty/Staff Home Tab.   
 

  

 
  

¶ 
¶ 
¶ 

 

 
 
 
 
 
 
 
 

 
 

  
 
 
 
 

 
 
 
 
 

 

 

 

Scroll down to the óPeopleSoft 
Administrative Applicationsô 
section and click on the 
óPeopleSoft Human Resources 
loginô link. 
 

Once you click the login link, you 
will see the Workflow menu 
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Processing a WMU Incidental Pay Form ï 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) óClickô on WMU Workflow under Menu on the left hand side of screen. 
b) óClickô on WMU Workflow Forms. 
c) óClickô on WMU - Incidental Pay Form. 
d) óClickô Add. 

 
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. 
 
 
 

 
 
 
3) Complete Form - See Appendix A for Screen Shot  
 

a) Enter the Employeeôs Employee ID number.   
i. The Employee ID Number must be entered in order to complete the remainder 

of the form.  
ii. The employeeôs name and job title will automatically populate.  Please confirm 

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. óClickô on the looking 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.  
o G/L Combo Code = Fund + Department + Account (Account defaults upon 

selection of Earnings Code). 
o 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 ï 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 Approverôs worklist.  

 
5) Submit Form 
 

a) óClickô the óSaveô button at the bottom of 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 
ñSavedò. 

i. The WMU - Incidental Pay Form ID number is needed for tracking purposes.  
 
 

c) The Status and Status Date at top of panel will update once the form is ñSavedò.  
i. A Status of ñRouted for Approvalò indicates that the form has been successfully 

submitted. 
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d) The Date submitted, Time submitted and Who submitted the form will appear in the 
ñProcess Logò 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 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). 
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Processing a WMU Temporary Faculty/Staff Appointment Form ï 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) óClickô on WMU Workflow under Menu on the left hand side of screen. 
b) óClickô on WMU Workflow Forms. 
c) óClickô on WMU ï Appointment Form. 
d) Select the Temp Faculty/Staff Appt Form from the WMU Form Type drop down box 
e) óClickô 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 Employeeôs Employee ID or Social Security Number.    
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 the employeeôs social security number will automatically populate.  
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. óClickô on 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 óHô in Assignment Type search field to find hourly appointment types 
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. 
 

Example: If the employeeôs hourly pay rate is eight dollars and thirty cents, the Pay 
Rate should be entered as: $8.30. 
 

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

 
Example: If the employeeôs salary is five hundred dollars, the Pay Rate should be 
entered as: $500. 
 

iii. Salaried Appointments ï 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-PIO) Appointments ï Enter the appropriate 
pay components (Base, Wellness, Continuing Service, Other) in the óPay 
Componentô section.  The type is entered in the óRate Codeô box and the dollar 
amount is entered in the óComp Rateô box.    

v. Enter amount(s) in whole dollars. 
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vi. To get additional component rows, click the ó+ô box at the end of the row.  This 
will add a new row for entry.  To delete unwanted rows, click the ó-ó button at the 
end of the row. 

vii. Once all pay components have been entered, you must click the yellow 
óCalculate Compensationô button. The total amount will then auto populate in 
the óPay Rateô box. 

 
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 óCalculate Compensationô button to get the total of $4080 to appear in the 
óPay Rateô 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 óCalculate Compensationô button to get the rate of $2250 to appear in the 
óPay Rateô 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 employeeôs 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, óCheckô the Signed Letter 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 
immediately to the Approverôs worklist.  

 
 

5) Submit Form 
 

a) óClickô the óSaveô button at 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 ï Temporary Faculty/Staff Appointment Form ID number will appear at 
the top of the panel when ñSavedò. 

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 will update once the form is ñSavedò.  
i. A Status of ñRouted for Approvalò indicates that the form has been successfully 

submitted. 
 

d) The Date submitted, Time submitted and Who submitted the form will appear in the 
óProcess Logô 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 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 a temporary transaction form, please send request to HR 
via hr-hris@wmich.edu.  Please include the employeeôs name, employee ID and G/L 
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. 
 

mailto:hr-hris@wmich.edu
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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. 
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Processing a WMU Hourly Student Appointment Form ï 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 
 

a) óClickô on WMU Workflow under Menu on the left hand side of screen. 
b) óClickô on WMU Workflow Forms. 
c) óClickô on WMU ï Appointment Form. 
d) Select the Hourly Student Appt Form from the WMU Form Type drop down box. 
e) óClickô 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 Employeeôs WIN.  
i. If the WIN entered does not exist in Banner, an error message will be displayed 

and the form cannot be submitted.  

 If the person is NOT a WMU student, a temporary appointment form 
should be processed. 

 If the person is a WMU student, verify/re-enter WIN.  If error still persists, 
confirm WIN with student/Registrarôs office. 

 
Note:  Once the WIN is entered, if a PeopleSoft Employee ID exists, the name fields 
and the last four digits of the student employeeôs social security number field will 
automatically populate. 
 
Note: If a PeopleSoft Employee ID does not exist, a message will be displayed 
instructing the initiator to enter the student employeeôs social security number.  
 
Note:  If the social security number entered on the form does not match the student 
employeeôs social security number on Banner, an error message will be displayed 
and the form cannot be submitted.  If the SSN entered on the form is verified as 
correct, the student must go to the Registrarôs office to get the SSN discrepancy 
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.  

 óClickô on the looking glass icon to search and select appropriate code. 
Currently, only one Appointment Type (001) exists for Hourly Student 
appointments. 

 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.  

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

 The end date IS required for grant funded appointments. 
iv. Enter Job Code.  

 óClickô on the looking glass icon to search all available Job Codes. 

 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.  

 óClickô on the looking glass icon to search and select appropriate Grade. 

 You may also enter the grade without using the looking glass icon. 
vi. Enter Step. 

 óClickô on the looking glass icon to search and select appropriate Step.  

 You may also enter the step without using the looking glass icon. 
vii. Review Pay Rate. 

 A default hourly pay rate exists for Grades/Steps A/1 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. 

 To pay above the D/4 grade/step, a grade of óQô must be entered in the 
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. 
ii. Clicking the óYesô button means that a student will be paid from Work Study 

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  

 Account (object code) defaults to 3511 
ii. 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. 
ii. 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 
immediately to the Approverôs worklist.  

 
5) Submit Form 

a) óClickô the óSaveô button at the bottom of the panel. 
i. The WMU Student Appointment Form will automatically be routed to the 

appropriate approver(s). 
 

b) The WMU ï Student Appointment Form ID number will appear at the top of the 
panel when ñSavedò. 

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

 
c) The Status and Status Date at top of panel will update once the form is ñSavedò.  

i. A Status of ñRouted for Approvalò indicates that the form has been successfully 
submitted. 
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d) The Date submitted, Time submitted and Who submitted the form will appear in the 
óProcess Logô 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 student is 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 ï 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 
 

a) óClickô on WMU Workflow under Menu on the left hand side of screen. 
b) óClickô on WMU Workflow Forms. 
c) óClickô on WMU ï Appointment Form. 
d) Select the Graduate Appointment Form from the WMU Form Type drop down box. 
e) óClickô Add. 

 
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) Enter the Student Employeeôs WIN.  
i. If the WIN entered does not exist in Banner, an error message will be displayed 

and the form cannot be submitted.  

 If the person is NOT a WMU student, a temporary appointment form 
should be processed. 

 If the person is a WMU student, verify/re-enter WIN.  If error still persists, 
confirm WIN with student/Registrarôs office. 

 
Note:  Once the WIN is entered, if a PeopleSoft Employee ID exists, the name fields, 
the Employee ID,  and the last four digits of the student employeeôs social security 
number field will automatically populate. 
 
Note: If a PeopleSoft Employee ID does not exist, a message will be displayed 
instructing the initiator to enter the student employeeôs social security number.  
 
Note:  If the social security number entered on the form does not match the student 
employeeôs social security number on Banner, an error message will be displayed 
and the form cannot be submitted.  If the SSN entered on the form is verified as 
correct, the student must go to the Registrarôs office to get the SSN discrepancy 
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.  

 óClickô on the looking glass icon to search and select appropriate code. 
Codes are set up by Job Title, Grade (Full, ¾ appt, 2/3 appt, ½ appt), 
semester (Summer II, Fall, Spring, Summer I) and GA type (Teaching-
GAT, Non-teaching-GAN, Research-GAR). 

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

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

o 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.  

 Make sure you have the correct grade (funding level) selected (Full, ¾, 
2/3 or ½) 

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). 

 A default pay rate exists for all graduate appointments.   
o 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 for the change should be noted in the óCommentsô 
section. 

 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  

 Account (object code) defaults to 3192. 
ii. 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. 
ii. 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. 

ii. Form will be stopped if the óSigned Letter of Offer on Fileô is not checked. 
iii. 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. Enter the Location of Letter (e.g. Col of A&S Deanôs office, HR dept, etc)  

 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 
immediately to the Approverôs worklist.  

 
5) Submit Form 

a) óClickô the óSaveô button at the bottom of the panel. 
i. The WMU Graduate Appointment Form will automatically be routed to the 

appropriate approver(s). 
 

b) The WMU ï Graduate Appointment Form ID number will appear at the top of the 
panel when ñSavedò. 
i. The WMU Graduate Appointment Form ID number is needed for tracking 

purposes.  
 

c) The Status and Status Date at top of panel will update once the form is ñSavedò.  
i. A Status of ñRouted for Approvalò indicates that the form has been successfully 

submitted. 
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d) The Date submitted, Time submitted and Who submitted the form will appear in the 
óProcess Logô 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. 

 If 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 Approverôs Workflow Worklist. 
An e-mail is sent to the Approver stating that a form has been added to the Approverôs 
worklist. The e-mail subject line will include the Primary Approverôs last name. 
 
1) Log into PeopleSoft 

 
a) See Accessing the WMU Electronic Workflow Form Panels. 

  
2) Access Worklist 
 

a) óClickô on Worklist under Menu on the left hand side of screen. 
b) óClickô on Worklist. 
c) óClickô on link to open appropriate form. 

 
Note:  To sort by form type, ñClickò on Worklist Filter and select Form Type or leave 
blank to see all form types. 
 

 
 
 

  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. 
 
 
 

Click one of these Worklist  
links to get to list of forms to 
be worked ~   
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SAMPLE WORKLIST 
 

 
 
 

¬  óFromô -  lists the previous approver or initiator who has taken action on the form. 

 

­  óDate Fromô ï the date the form was forwarded to you from the previous approver/initiator. 

 

®  óWork Itemô ï describes the action that was last performed on the form. 

 

x  óWorked By Activityô ï the last action to be taken on the form;  óSubmitô means the form was 

 submitted by an initiator ~you are the first approver in the routing sequence.  óApprovalô means 
 the form was approved by a previous approver in the routing sequence ~ you may be the 
 second (or third) level approver. 

 

y  óLinkô ï clicking 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:  A wrong 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 
 

 Approve 
 
If additional approvals are required, the system routes the Incidental Pay Form to the 
next Approver.  

¬ ­  ®   x 

   
y 
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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.  
 

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

 Recycle 
 
The form is returned to the Initiatorôs worklist for revision and re-submittal.  The Initiator 
and prior Approvers will be notified via e-mail that the form has been recycled. 
 
 

 
 

           
 

 
Note:  If you need to change action prior to submitting the form, óClickô on óView 
Worklistô button to reset the form.  Any comments added and/or actions taken prior 
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 selected, óClickô the óSaveô button at the bottom of the 
panel.  

i.  The Action (e.g. approved, denied, recycled), Date and Time the action 
occurred, and Who took action on the form will appear in the ñProcess Logò 
box once the form has been saved. 
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When the form is successfully saved, you will get a message similar to the following: 
ñ  FYI ï This form is being routed to the next approver level. ñ 
 
Note: Once the Approver has submitted the form, the work item will be removed from 
the Approverôs worklist.  
 
Note:  The Initiator has the ability to cancel a form at any time during the approval 
process.   The Approver can only óDenyô a form to stop it from processing. 
 
  
 
ALERT!   Worklists can be more than one page long.  To see all forms on your 
worklist, please click on óView Allô.  The number of forms on your worklist can be 
determined by looking at the display.   If you have more than one page of forms, the 
display will let you know how many are currently viewable (e.g. 1-25 of 30). 
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Canceling a WMU Electronic Workflow Form ï 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 a form is canceled, it can no longer be processed.  
 

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

 
 
 
 
 
 

 
 
 
 
 

2A) Access the WMU Electronic Workflow Form 
 

a) óClickô on WMU Workflow under Menu on the left hand side of screen. 
b) óClickô on WMU Workflow Forms. 
c) óClickô on WMU ï Appointment or Incidental Pay Form. 
d) óClickô the Find an Existing Value tab. 
e) Enter a search value (e.g. the form number, or the employee name or the 
 employee ID etc.) and óClickô on the appropriate form link to open the form 
 that needs to be canceled. 
f) Go to STEP 3 

  
2B) Access Worklist: 

 
a) óClickô on Worklist under Menu on the left hand side of screen. 
b) óClickô on Worklist. 
c) óClickô on link to open appropriate form. 

i. The word óRECYCLEDô will be included under work item description.  
d) Go to STEP 3 

 
 

3) Cancel the WMU Electronic Workflow Form 
 

a) óClickô on the óCancel This Appointmentô box located at the bottom of the form. 
 
 
 
 
 
 

2) WHERE IS YOUR FORM? 
 

1)  Is the form pending on an Approver worklist? 

 If YES, see 2A) Access the WMU Electronic Workflow Form 
 

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

 If YES, see 2B) Access Worklist 
 



pshr-electronic-workflow-users-guide.doc   26 

 
4) Add comments  
 

a) A new comment box will appear for comment entry.  To view previous comments, 
óClickô on View All or use the arrow button in the Comment box header 

( ). 
 

 
Note:  The Initiator has the ability to cancel a form at any time during the approval 
process.   

 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).  
 

 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 employeeôs name, employee ID and G/L combo code in the e-mail 
request. 

 

 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. 

 

 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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:hr-hris@wmich.edu
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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 Initiatorôs worklist.  The Initiator and prior Approvers will be notified via e-
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) óClickô on Worklist under Menu on the left hand side of screen. 
h) óClickô on Worklist. 
i) óClickô on link to open appropriate form. 

i. The word óRECYCLEDô will be included under work item description.  
 

 

 
 



pshr-electronic-workflow-users-guide.doc   28 

3) Review comments from Approver who recycled the form.  
 

a) To view previous comments, óClickô on View All or use the arrow button. 
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) óClickô on Update Payment Information (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. 
 

 
 

b) Update necessary information.  Questions regarding changes should be discussed 
via an off-line conversation. 

i. WMU ï Incidental Pay Form ï the Initiator is able to change the Earnings Code 
and the Payment amount. 

ii. WMU ï Temporary Faculty/Staff Appointment Form ï 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 ïHourly Student Appointment Form ï 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 ï Graduate Appointment Form ï 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 comments, óClickô 
on View All or use the arrow buttons.  

  

 
 
6) Re-submit Form 
 

a) óClickô the óSaveô button at the bottom of the panel. 
i. The form will automatically be routed to the appropriate approver(s).  
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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) óClickô on WMU Workflow under Menu on the left hand side of screen. 
b) óClickô on WMU Workflow Forms. 
c) óClickô on desired form type. 
d) óClickô on the Find 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. 
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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 form appeared on the approversô worklist.  If the form has been 
authorized, the log will show who authorized the form and when. When the form has 
been entered by Human Resources, the action will show as óLoad to DBô. 
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SAMPLE WORKFLOW LOG 
 

 
 
 
Step: Indicates the step/role in the approval process.  
 
Action: Indicates the status of the form at each step/role in the approval process.  
         
Available Date Time: The date the form was put on the approverôs worklist. 
 
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 list while it is in ópendingô status.  Once an approver has taken action, the 
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 subject line of óTimeout Worklistô.  The e-mail will indicate 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) óClickô on Worklist under Menu on the left hand side of screen. 
b) óClickô on the Detail View link. 
c) Scroll to the right hand side of the page to view instance ID number. The comments 
section will state óAuto Timeoutô. 

 
3) Follow steps outlined under Processing a WMU Electronic Workflow Form ï 
Approver Role. 
 
 

 
 

 
 

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. 
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Helpful Hints 
 
 

 When  you are reviewing a form, to see all comments in the ñCommentò 
box at once, click óView Allô. 
 

 When you are ready to work a form on your Worklist,  click óView Allô if 
you have a long list.  You may have more than one page of forms to 
work. 
 

 Some types of appointments (Graduate Appointees) have a long list of 
appointment/assignment code types.  To see all code types, click the 
óView Allô link (found on the left side of the panel under the óSearch 
Resultsô header. 
 

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

 When you are entering data on the form, you can access the Userôs 
Guide by clicking on the Guide link at the top of the form. 
 

 The approval path for a department can be found using PSHR Reports.  
 

 Approval Rule Sets were determined & approved within each VP area.    
 

 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. 
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 Appendix A ï WMU Electronic Workflow Form Screen Shots 
Incidental Pay Form 
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Appendix A ï WMU Electronic Workflow Form Screen Shots 
Temporary Faculty/Staff Appointment Form 
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Appendix A ï WMU Electronic Workflow Form Screen Shots 
            Temporary Faculty/Staff Appointment Form with Part Time Instructor Pay Components 
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Appendix A ï WMU Electronic Workflow Form Screen Shots 

Hourly Student Appointment Form 
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Appendix A ï WMU Electronic Workflow Form Screen Shots 
Graduate Appointment Form 

 

 

Graduate Appointment Form 
































