
 

 

HELP IS AVAILABLE! 

Have you forgotten your 

password?  Are you 

having trouble signing 

in?  If yes, please 

contact the OIT Help 

Desk for assistance. 

387-HELP.   

 

NEED ACCESS for a 

NEW EMPLOYEE? 

Complete the ‘PSHR 

Electronic Workflow Web 

Access Authorization’ 

form found on the HR 

Web site: 

www.wmich.edu/hr/forms.html 

 

 

Budget 

387-4275 

Career & Student Svcs 

387-2745 

Grad College 

387-8212 

Grants & Contracts 

387-4707 

Human Resources 

387-3620 

Payroll 

387-2935 

 

NEW FEATURES: updates to Workflow Forms 

On TEMPORARY APPOINTMENT 

FORMS 

A new warning message will appear if 

the Social Security Number or the 

Employee ID (EmplID) entered does 

not have a match in the PeopleSoft 

database. 

 This is an informational 

message.  It will not stop you 

from submitting the form. 

 The message warns the initiator 

that no employee is found.  If 

you know the appointee is an 

employee of WMU, recheck the 

SSN/EmplID entry and correct if 

needed.  If this is a new 

employee, click OK to continue. 

 

On HOURLY STUDENT APPOINTMENT 

FORMS 

 A new warning message appears if 

the appointment begin date entered 

is more than a year in the past.  

 

 This is an informational 

message.  It will not stop you 

from submitting the form. 

 Recheck date to ensure it is 

correct. 

 AHA! 

 OnGoing but Irregular Appointments 

 

If you have an employee that works for you on an ongoing, but sporadic basis, we 

suggest you appoint this person to a one-year temporary hourly appointment.  

Then, anytime the person works, you only need to submit hours on KRONOS.  No 

work, no hours reported, no pay generated. 

 If there is a change in pay during the one-year timeframe, a transaction 

form can be submitted to make the pay change. 

 When the initial appointment expires, you can submit a new one-year 

temporary appointment using the temporary appointment form. 

 If the employee leaves prior to the end of the appointment, submit a 

transaction form to terminate the employee. 

 

 

 

On ALL WORKFLOW FORMS 

If an employee is new and has never 

had an employee (PeopleSoft) record, 

a Date of Birth and an Address will 

be required to initiate a Workflow 

form. 

 If a birth date or address exist 

on Banner, the field will auto-

populate, and the initiator will 

not need to complete this field. 

 These data are needed to fulfill 

federal government regulations 

and requirements.  

 Form approvers will NOT be 

able to see the birth date or the 

address.  Once the initiator has 

submitted the form, he/she will 

only be able view the birth date 

or address. 

 Have your new employee 

complete the ‘Personal Data 

Form’ (found on the HR Web 

site) to obtain data needed to 

initiate Electronic Workflow 

forms. 

www.wmich.edu/hr/forms.html 
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