% How to process a worklist transaction

Business process guide

The business process guide gives instructions on approving, returning and canceling a
worklist transaction.

Please refer to the Data Management staff directory for the Data Management specialist
responsible for your department.
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% How to process a worklist transaction

Introduction

The Personnel Transaction Request is the front-end application used to submit job data,
payroll transactions, and process-related transactions in PeopleSoft. The employee’s
job and payroll information are submitted through the PTR application and sent to the
cost center or grant manager in your department for approval. Depending on the
transaction type, it may also be sent to other designated approvers. Once approved by
the appropriate levels, the PTR is sent for further processing or uploaded to PeopleSoft.

Position Management is a front-end application to submit position transactions that can
be marked ready for recruitment. These transactions also use workflow and appear on

the worklist of the cost center or grant managers and others in the department for
approval.

Process diagram for the workflow
A department user originates PTR or position.

A specific set of workflow pathways will be generated for the transaction
per the current matrix.

In order, each step must be approved by one of
the listed approvers for that step.

The transaction is sent for further processing or is staged for
future updates. The PTR updates the job data once fully
approved, and the position integrates with Kenexa at the
subsequent integration.
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Preparation

Security roles you will need

The security roles should be distributed according to your department’s internal
business processes. Some users will have all roles, while others will have a few and
need to work with other users in the department to complete the entire process.

Each system — PTR, position and workflow — requires specific roles to complete the
necessary transactions.
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% How to process a worklist transaction

Also listed in this guide are several roles for other systems that may be necessary
before the PTR creation. These roles may be performed by the person who originates
the PTR or by another person in the department.

How to apply for these roles
To check which roles you currently have:

Log in to PeopleSoft.

Navigate to ASU Customizations.
Click ASU Security.

Select Manage Security requests.
Click My Security Access Roles.

arwnE

You may also choose PeopleSoft — submit a role request in ServiceNow. It will prompt
you to log in to PeopleSoft if you are not already.

Position management security roles

HCM department financial manager — this role allows you to create, modify or review a
position and update the funding tied to a position number. Access to the position
worklist is also granted with this role.

HCM department position manager — this role allows you to create, modify or review a
position number. Access to the position worklist is also granted with this role.

1 FSORedistbution [0 OHR Position gt General User
[] HCM Dept Financial War [ 0OHR Position Mat Super User
[ HCM Dept Position WManager [0 OHR Position Mat View

[T HCM Dept Fosition View

PTR originator — this role allows you to submit personnel transactions through the
PTR.

ASU Renewal Submission OHR Payroll Configuration
Compaonent Interface HCW role OHR Personnel Configuration
HCM Department View OHR Personnel Super User
HCM Dept Tenure Manager OHR Personnel View

HCM Dept Tenure View OHR Query Run-Only

HCM .Job Data View OHR Tree WManager Updt
HCM Murse Mars Update licenses Provost Tenure Data

HCM ORSPA Redist Approval PTR Admin

HCM ORSPA View 1 PTR Approver

HCM ORSPA View 2 PTR CFO Provost EVP

HCM Reaistrar View PTR Data Mgmt

HCM Student Employ Mar PTR Dean/VP Approver
HCMHR Interface Support PTRICA

HR Set Up HRMS PTR International

Maintain Faculty Discipline PTR OHR Benefits

COHR HR Adminisirator WF PTR OHR Staffing

CHR .Job Salary Grade Overirde ginator

COHR Modify Personal Info Spr PTR Provost EVP

OHR M35 Salary Grade Override PTR Student FA

COHR Mote Pad View SetUp Job Codes
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% How to process a worklist transaction

Security training

The above roles require training to gain access. The classes are available in Career
EDGE. To access the training:

1. Click Browse Training, or under the learning menu header, select “learner home.”
2. Search for the desired classes.

a. HRIS: Department Position Manager.

b. Kenexa Access Training — Prior to Gaining Access.

c. Using the Personnel Transaction Request.
3. Click the launch button to start the course.

Repeat these steps to enroll in each class and follow the instructions to gain access to
your role.

Workflow roles

You do not need formal training for these roles but viewing the training documents
online is helpful.

PTR approver — this role provides access to the worklist to approve transactions at the
cost center or grant manager level. The user must be listed as a PeopleSoft HR cost
center and PeopleSoft HR grant manager in Workday to apply for this role.

Use the approver role request on the Workday landing page to request the PeopleSoft
HR cost center or grant manager role.

ASU Renewal Submission OHR Payroll Confiquration
Component Interface HCIM role OHR Personnel Configuration
HCM Department View OHR Personnel Super User
HCM Dept Tenure WManager OHR Personnel View

HCM Dept Tenure View OHR Query Run-Only

HCM Job Data View OHR Tree Manager Updt
HCM Murse Mgrs Update licenses Provast Tenure Data

HCM ORSPA Redist Approval PTR Admin

HCM ORSPA View 1 | PTE Approver |

PTR Dean/VP Approver — this role provides access to the worklist to approve
transactions at the dean or VP level for both Position Management and PTR. Members
of this role must be the dean or VP or someone who is designated by the dean or VP to
perform approvals on their behalf.
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[C] ASU Renewal Submission

| Component Interface HCM role
[C] HCM Department View
[C] HCM Dept Tenure Manager

| HCM Dept Tenure View

| HCM Job Data View

[C] HCM Nurse Mars Update licenses

| HCM ORSPA Redist Approval
[C] HCM ORSPA View 1
[C] HCM ORSPA View 2

| HCM Reqistrar View

| HCM Student Employ Mar

How to process a worklist transaction

] OHR Payroll Configuration

OHR Personnel Configuration

7] OHR Personnel Super User
"] OHR Personnel View

| OHR Query Run-Only
| OHR Tree Manager Updt

| Provost Tenure Data

[C] PTR Admin
7] PTR Approver
] PTIRCFO Provost EVP

("] PTR Dean/VP Approver

PTR Provost EVP — this role provides access to the worklist to approve transactions at
the provost or EVP level for PTR and Position Management. Membership is limited and
will only be granted if the provost or EVP designates you to access this role.

ASU Renewal Submission

Component Interface HCOM role
HCM Department View

HCM Dept Tenure Manager
HCM Dept Tenure View

HCM Job Data View

HCM Murse Mars Update licenses
HCM ORSPA Redist Approval
HCM ORSPA View 1

HCM OREPA View 2

HCM Reagistrar View

HCM Student Employ Mar
HCMHR Interface Support

HR Set Up HRMS

Maintain Faculty Discipline

OHR HR Administrator WE

OHR Job Salary Grade Overirde
OHR Modify Persanal Info Spr
OHR MSS Salary Grade Override

i

OHR Mote Pad View

OHR Payroll Configuration
OHR Personnel Configuration
OHR Personnel Super User
OHR Personnel Yiew

OHR Query Run-Only

OHR Tree Manager Updt
Provost Tenure Data

PTR Approver

PTR Dean/VP Approver
ETRICA

PTR International

PTR OHR Benefits

PTR OHR Staffing

PTR Originator

PTR Provost EVP

O0opoooooooEEomOa @

PTE Student FA
SetUp Job Codes

Note: Other security roles are required to make the PTR process flow smoothly.
Different roles are specific to areas within the Office of Human Resources, Financial
Services or Student Administration and should be requested by individuals outside

those groups.

Financial Services
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General overview of worklist

Select worklist page

How to process a worklist transaction

To access the “Select Worklist” page from the main menu, click:

ASU Customizations.
ASU HCM Custom.
ASU HR.

agrwnE

PTR Worklist.

Personnel Transaction Request.

The Select Worklist page is the default landing page when navigating the PTR Worklist
and Position Worklist. The page will display the total number of transactions. You can
navigate to either worklist from the Select Worklist page by clicking the link or using the

tabs at the top.

Select Worklist PTR Worklist Position Worklist

Pending Approvals

Transactions on Transactions as Transactions as

Worklist Approver
PTR Worklist 48

Position Worklist 72

PTR and position worklist overview

9

72

At the top of the worklist, you will find a series of filters to narrow your worklist and view
only certain items. You can select more than one filter at a time.

PTR filters
Filter
Role ¥ | PTR Action ¥ | PTR Status
Dept ID v From Date [#] To Date
Empl ID Last Name
Empl Class v

Position filters
Filter
Role v | Position Status

Dept ID ¥ | Reason for Hire ¥ | EmplClass

Financial Services

Filter

Clear

Filter

Clear
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How to process a worklist transaction

A legend is provided at the top and bottom of the worklist to help determine which
options are available for each transaction. As an originator, you can approve, cancel
and review information about the workflow step.

& Approve PTR  4a Retumn PTR @Car‘-:e PTR View/! Approve PTR

The details tab on the worklist can be used to view other information about the

transaction.

PTR statuses

Each PTR is given a status. View the chart below to see all of the statuses and what

they mean to you:

Status What this means
Approved — A The PTR has gone through all workflows and is approved.
Batch — B For a PTR with a work-in-process status, a batch status

appears for individual pieces of a job when you click on the
status hyperlink. It means the PTR was approved by all levels
and is staged in this status until the effective date of the PTR is
met or payroll has closed.

Canceled — X

The originator canceled the PTR and is waiting for the archive
process to run to archive the information.

Clerror —E

All levels have approved the PTR, but a system error occurred,
and it could not upload to PeopleSoft. Data Management will
manually process the transaction.

Clin progress — U

The PTR should only appear briefly in this status when applied
to the job. Before the automatic processing starts, the PTR
status is set to this value. If an error occurs, it should be set to
“E.” If it is successfully processed, the status should be set to
“p

Draft — D

A PTR was started by you but is not yet submitted for
approval.

In-progress — |

The PTR is waiting for all approvals to be gathered for the
transaction before it can be processed. To determine which
specific approval level is needed, click on the “view approvers”
icon.

Manual — M

All levels have approved the PTR, but an exception was
identified for the PTR or pieces of it. Data Management will
manually process your transaction.

Processed — P

The PTR has been successfully uploaded to PeopleSoft, and
the transaction will be archived when the archive process runs.

Returned — R

The PTR was returned by one of the approvers because it
needs editing.

Work in progress
—W

This status is used when the PTR is fully approved but not yet
fully processed.

Financial Services
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How to process a worklist transaction

The PTR will automatically archive items that have been fully processed, canceled or
returned after four days from the date it reached one of those statuses. Drafts will be
automatically archived after 30 days.

Position statuses

Each position is given a status. View the chart below to see all the statuses and what

they mean to you:

Status What this means

Batch — B The position has an effective date set for the future and
will process at that time or payroll is open and the position
will process after payroll closes.

Error — E A problem occurred during processing that will need to be
addressed by Data Management.

Manual — M This position requires manual intervention by Data

Management.

Not submitted — NS

The position has not been submitted and will not process
until you save and submit it. This status occurs when you
modify a position and leave the page without saving.

Processed — P

The position has been updated with the requested
modifications. If the position was marked for recruitment, it
should integrate to Kenexa BrassRing in 15—-30 minutes.

Returned — R

An approver or Data Management has denied the position,
and it has been returned for your review. You must edit
and resubmit to continue processing, or you can choose to
cancel the transaction by withdrawing the position.

Submitted — S

The position has been submitted, but funding has not yet
been added. The position will not continue processing until
funding is added or confirmed.

WF approve — K

A position has been marked for recruitment, funding has
been added or confirmed, and it has been submitted for
workflow approvals. The position will appear on the
originator’s worklist.

Withdrawn — W

Changes you have made no longer exist, and the
transaction will be removed from your work-in-progress
folder. The status occurs when you choose to withdraw a
position. You can only withdraw a position with NS status
or R status.

Positions in recruitment will remain on the worklist until they are no longer in
recruitment. This can happen by the position being unmarked and ready for recruitment
by the PTR or manually by recruitment and selection.

Financial Services
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% How to process a worklist transaction

Approver’s worklist overview

At the top of the worklist, you will find a series of filters to narrow your worklist to view
specific items. You can use more than one filter at a time.

PTR filters
Filter
Role ¥ | PTR Action ¥ | PTR Status v Filter
Dept ID v From Date [5] To Date El Clear
Empl ID Last Name
Empl Class v

Position filters

Filter
Role ¥ | Position Status v Filter
Dept ID ¥ | Reason for Hire ¥ | EmplClass v Clear

A legend is provided at the top and bottom of the worklist to help determine which
options are available for each transaction. As an approver, you will only be able to
approve, return and review information about the workflow step.

"4 Approve PTR 4 Retun PTR 0 Cancel PTR View/ Approve PTR
Proposed Data Personalize | Find |View All | £2] ‘;‘-‘ First ‘4’ 1-480f48 '» Last

Proposed Data | Details | [0

Status Workflow Step PTRID Empl ID Red# Name DeptID Department Submitted  Effective Date Job ’;‘;‘;‘ ‘S""O‘ﬂ Retro L"A‘;‘;e PL:;‘)’S‘ Mg’r‘“;"" %‘;3’
o Returned No Pending Steps 00000412948 1 01/31/2019 01/14/2019 v
0 Wrkin Prc  No Pending Steps 00000414072 0 02/05/2019 03/01/2019 v v
0 Processed  No Pending Steps 00000418297 1 03/04/2019 03/11/2019 4
v € In-Process  Cost Center/Grant Mgr 00000418788 1 03/05/2019 03/05/2019 v
0 Processed  No Pending Steps 00000419109 0 03/06/2019 03/11/2019 v
J % In-Process  Cost Center/Grant Mgr 00000419553 2 03/09/2019 03/08/2019 v v

| @

It is highly recommended that you use the “View and Approve” link to view the
transaction before deciding whether to approve the transaction or return it to the
originator. You are the originator’s second set of eyes to ensure the data entered into
the system is correct.

For position approvals, it is also recommended to use the “View and Approve” link to

view the recruitment details and review position justification by clicking on the position
number link on the worklist.

Financial Services 11/03/2022 9



% How to process a worklist transaction

V Approve ﬁ Return O Cancel View/ Approve

Proposed Data Personalize |Find| View All | @\ L:d First ‘4’ 1-50 0172 '*' Last

Proposed Data | Details

Position/ Reasonfor Scopeof Benefits Approved o

Justification Title: Status Workflow Step FTE Reg/Temp DeptiD Department Hire Search Eligible  Salary Max
1 O Coordinator Processed Mo Pending Steps 1.000000 Regular Backdill Open Yes
2 O Academic Success Coordinater Processed No Pending Steps 1.000000 Regular Temporary Open Yes
3 O Asst Director Processed No Pending Steps 1.000000 Regular Backfill Open Yes
4 O Student Worker [1l Processed Mo Pending Steps 0.500000 Variable Temporary Open No i

Because a transaction requires your approval, it will appear on your worklist, and you
will be notified via email that you have a transaction to view. As you approve or return
the transaction, the transaction will disappear from your worklist.

When a step has multiple approvers listed for a given transaction, only one of those
approvers must approve or return the transaction. An email will be generated to all
approvers at a given step. Once one approval is applied to the transaction, it will no
longer appear on the other approvers’ worklists.

"4 Approve L ] Return Qcance\ View/ Approve

By
Detais | [0
Positionl ;e Status Workflow Ste FTE Reg/Temp DeptiD Department Reascnfor fcopeof  Benefits
Justification Rea'lemp  Deptid Department Hire Search Eligible
| J Q' Web Application Developer (IT) WF Approve | Dean BacKfilllTemporary 0.500000 Regular Backiill Open Yes
AR Student Worker Il WF Approve | Account Signer 0.250000 LT Temp Backil  Open No

As an approver, you will be allowed to write comments if you decide to approve or
return a transaction. Comments are optional on approvals. If you choose to comment,
all the proceeding approvers can view your comments if there are multiple approval
steps.

Comments are required if you return a transaction. These comments should be explicit
to the originator explaining exactly why the transaction is being returned and what
action the originator must take. The comment box is limited to 250 characters.

Comments

Empl ID Empl Record 0 Name

Limited to 250 characters

OK Cancel

After you type your comments or if you choose not to comment, click the “OK” button.
You will then receive the following message:

Financial Services 11/03/2022 10



% How to process a worklist transaction

PTR message

Message

PTR 00000418788 has been approved. (21005,6)

Position message

Message

Position 235507 has been approved. (21005,12)

Once you click the “OK” button, you will be returned to the worklist. The transaction you
approved will be removed from the workilist.

Note: If you hold both originator and approver roles, your worklist will contain both types
of worklist items. Your view could differ depending on the transaction type and if you
hold any additional approval roles.

Proposed Data || Details | [

Status Workflow Step PTRID Empl ID Rcd# Name Dept ID
" f
v € |In—Process ﬁgﬁt%m@r GrantMar 00004 0
0 In-Process Cost Center/Grant Mgr 000004 3 0
Non-Term

In the example above, both transactions are waiting for the action to be taken. Since
you are in the approver role, you must approve or return the top transaction. Once you
do so, it will be removed from your worklist. The bottom transaction is one that you
originated. You may cancel the request or review the PTR details during the process. It
will remain on your worklist until all approvers have approved the transaction, processed
it into job data, and the automatic archive process runs or the position is no longer
ready for recruitment.

Step-by-step worklist

Managing PTR and position transactions on your worklist is very similar. The steps
below should be used for either worklist.

Financial Services 11/03/2022 11
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How to approve a PTR or position worklist transaction

You should receive an email indicating that you have a transaction to approve. Use the
link in the email to navigate to the worklist.

SiM

PS @asu.edu

Approval Required for Personnel Transaction Request

Approval is required for personnel transaction request. Please click on the link to view details: https://urldefense.proofpoint.com/v2/url?u=https-
kUV25SRQuspSVYRON1GycNd 2jinuKy62bqQ&r=Bulft6LhstTx2 OVRHIWSIASBMaOuUVGoKGZ-
xRyHaow&m=Lbl18V3eB| 3Ca8xdhaVY8ecdTaUcmAjdFvibAtPSvO&s=xDhcCXgxheemqjGbyMDIHOWDawwAOPgU2fx2Y1Cr5iw&e=

Action: Pay Rate Change

Reason: Skill / Competency Based

Name:

Emplid:

Position: Business Operations Specialist
Dept:

Jobcode: 196754 - Business Operations Specialist

Notes:

If you cannot use the email link to access the worklist, you can navigate to the worklist
through My ASU.

My ASU
*« Resources Service Teaching Profile [ Student R B Helo BR -

,,: Announcements | Security | News | Sports | Arts | State Press Fo R+ My Tasks =
P TO DOs:
= ASU Events | Academic Calendar | Holidays | Payroll Calendar You have no To Do ifems.
g Teaching & Student Support Tools My Employment =
<,
Time | Payroll | Benefits ' Personal | Travel Manager
6 Job Information PTR | PTR/Position Worklist ;"I
¥ Personal Information Onfine Renewal &
Time Management Position Management &
.’_-‘ Recruitment HR Business Center 7
2 BrassRing & Search/Match &
‘L‘f‘" 1-9 Management @ Add/Update a Person @
% Authorized Driver Program Admin
. Job Openings | HR Forms &

Please use the following navigation path when accessing the worklist directly through
PeopleSoft. Click:

ASU Customizations.

ASU HCM Custom.

ASU HR.

Personnel Transaction Request.
PTR Worklist.

RO
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After accessing your worklist via PeopleSoft, follow these steps to access specific
transactions:

How to process a worklist transaction

Step one: Locate the transaction you are trying to approve on your worklist. Use the
filters at the top of the page narrow your worklist view to see specific items.

Step two: Use the view and approve icon to view the PTR or position submitted for your
approval. Ensure you review the information for errors.

+ Approve PTR 48 Retum PTR @ cancel FTR B view! Approve FTR

Proposed Data

Personalize | Find | View All | 2] i First '4' 1-48 of48 '} Last
Proposed Data || Details
. - Addl  Addl Leave Leave Manual Over
Status Workflow Step PTRID Empl ID Red# Name DeptID Department Submitted Effective Date Job Pay Stop Retro Ad] Payout Chk Pay
v @ n-Process  Cast Center/Grant Mgr 00000418788 - 1

03/05/2019 03/05/2019 v

Step three: Click the “Go to PTR Worklist” button to return to your worklist.

View on the main PTR page

PTR Business Notes
Assignment Ended

Originator Created On Last Updated By Last Updated

Approve Return Go to PTR Worklist

View on the position cross-reference page

Cancel / Reset

Approvals

Approve Return Return to Worklist

Cost Center/Grant Mgr

Position=230167, SeqNum=1, CC =
Cost Center/Grant Mgr

Pending

@ Multiple Approvers
Cost Center/Grant Mgr

:Pending

Non-Acct

Step four: Click on the workflow step link to view the list of approvers from the worklist.

View on the PTR worklist

Proposed Data Personalize | Find | View All | £ | EX First 1-48 0f48 '‘* Last
Proposed Data || Details | [F=3)
Status Workflow Step PTRID

v ¢ In-Process | Cosf

Empl ID Red# Name DeptID Department

Addl Addl Leave Leave Manual Over
Submitted Effective Date  Job Pay Stop Retro Adj Payout Chk Pay
nter/Grant Mgr 00000418788 1 I 03/05/2019 03/05/2019 v
@ B Processed  No Pending Steps 00000419109 0 [ 03/06/2019 03112019 ¥
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View on the position worklist

Proposed Data
Proposed Data Details | [F=2H

Position/

Justification Title Status Workflow Step FTE Reg/Temp
3 J ﬁ Student Worker IV WF Approve l Cost Center/Grant Mgr I 0.250000 Variable |
4 0 Project Mgr Research Processed No Pending Steps 1.000000 Regular

To see the list of approvers, click on the “Multiple Approvers” link.
PTR Worklist AWE Monitor

PTRID 00000398846 PTR Status In-Process WF Step Cost Center/Grant Mgr
Cost Center/Grant Mgr
|~ ]ASU_PTR_ID=00000398846, CC = :Pending

Cost Center/Grant Mgr
Pendjng
® Multiple Approvers
Cost Center/Grant Mar

Return

A window containing all approvers at the selected level will appear.

Approver #1
Name:
Department:
Department:
Job Title: Business Operations Manager
Email ID: PSNoMail@asu.edu
Approver #2
Name:
Department:
Department:
Job Title: Business Operations Manager Sr
Email ID: PSNoMail@asu.edu
Approver #3
Name:
Department:
Department:
Job Title: Business Operations Manager Sr
Email ID: PSNoMail@asu.edu
Approver #4
Name:
Department:

Step five: Click the “Return” button to return to your worklist.

PTR Worklist AWE Monitor

PTRID 00000398846 PTR Status In-Process WF Step Cost Center/Grant Mgr
Cost Center/Grant Mgr

ASU_PTR_ID=00000398846, CC = :Pending
Cost Center/Grant Mgr

Pending

@ Multiple Approvers
Cost Center/Grant Mgr

Financial Services
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% How to process a worklist transaction

Step six: Click on the “Approve” icon.

View the PTR worklist

Proposed Data Personalize | Find | View All | £ | B

Proposed Data Details | [F=ZH)

status Workflow Step PTRID Empl ID Red# Name DeptID Department Submitted EffectiveDate Job  ddl Addl

Pay Stop
‘I B In-Process Cost Center/Grant Mgr 00000 1000 0 12/15/2019 12/21/2019 v
4 [B InProcess Cost Center/Grant Mgr 00000 1000 1 12/12/2019 01/01/2020 W
« & [B InProcess Dean Additional Pay 00000 1000 0 12/10/2019 12/02/2019 v

You may also approve the PTR by clicking on the “Approve” button at the bottom of the
PTR.

PTR Business Notes

Originator Created On Last Updated By Last Updated
12/15/2019 4:33PM 12/15/19 4:33:58PM
Approve Return Go to PTR Worklist

View the position worklist

Proposed Data Personalize | Find | View All | (2| &
Proposed Data || Details | [F5))
sl‘j’sstii':i‘::';’“on Title Status Workflow Step FTE Reg/Temp DeptID Department :ierae”" fog gz‘a’l‘_:fh“
1¢ @ 244532 Research Analyst ~ WF Approve Dean BackfillTemporary 0.500 Regular Backfill ~ Open
24 @ 244437 Research Technician WF Approve Dean Increase 1.000 Variable Headcount WavOfR¢
‘ ¢ 243145 Coordinator WF Approve Cost Center/Grant Mgr ~ 1.000 Regular Backfill Open
4o @ 235855 Student Worker IlI WF Approve Cost Center/Grant Mgr ~ 0.500 Variable Backfill Addl Hire
£ & A B anicna ISR PN S LY o SR IeOg | SR ¥ PAFA feaen @nanlnLovesl | RN | ves Ll PNTIE
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% How to process a worklist transaction

You may also approve the position by clicking on the “Approve” button at the bottom of
the position cross reference.

Approvals

Approve Return Return to Worklist

Cost Center/Grant Mgr

Position=243145, SeqNum=2, CC =CC0_ :Pending
Cost Center/Grant Mgr

Pending
@ Multiple Approvers
Cost Center/Grant Mgr

Step seven: You will be prompted to enter comments on your approval. Please type
your comments and press the “OK” button.

Comments are not required for approval. If you do not want to comment, leave the
comment field blank and click the “OK” button.

Comments

Position 243145

Limited to 250 characters
OK Cancel

You will receive a message that indicates the approval has been processed for the
specific employee you select. Click the “OK” button to continue.

View of the PTR message

Message

PTR 00000474114 has been approved. (21005,6)

....................................
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% How to process a worklist transaction

View of the position message

Message

Position 200396 has been approved. (21005,12)

Step eight: Repeat the steps above and approve another transaction or sign out of
PeopleSoft.

How to return a PTR or position transaction from your worklist

You should receive an email saying there is a transaction to approve. Click on the link in
the email to navigate to the worklist.

Thu 12/5/2019 2:33 PM
Approval Required for Personnel Transaction Request

Approval is required for personnel transaction request. Please click on the link to view details: https://urldefense.proofpoint.com/v2/url?u=https-
3A asuhrnvu.psdev.asu.edu psp asuhrnvu EMPLOYEE HRMS c ASU-5FHCM-5FCUSTOM.ASU-5FAW-5FWL-5FMAIN.GBL-3FPage-3DASU-5FAW-5FWL-5FMAIN-
26Action-3DU-26ASU-5FPTR-5FID-3D00000468331&d=DwICaQ&c=I45AxH-

Action: Transfer

Reason: Non-Comp PTR Default XFR
Name:

Emplid:

Position:

Dept: B1:

Jobcode:

Notes:

If you cannot use the email link to access the worklist, you can navigate to the worklist
through My ASU.

PeopleSoft BrassRing' Career EDGE( Outlookz Dashboards ViewMorev Customize Shortcuts

Announcements | Security | News | Sports | Arts | State Press Fe 3+ My Tasks -
TODOs:

You have no To Do items.
ASU Events | Academic Calendar | Holidays | Payroll Calendar —|

Salaried, Temporary, and Student Employees
Payment is bi-weekly, 26 times a year.

Bi-Weekly Payday Calendar My Enployment o 3]

Faculty Time  Payroll Benefits ~ Personal ~ Travel =~ Manager

Faculty on contract are paid on a 9- or 12-month basis, depending on the contract, 26 times a year. _

Academic Pay Schedule Job Information PTRE PTR/Position Worklist
Personal Information Online R
Time Management Position Management
Recruitment HR Business Center

Tasching & Student Support Tooks = BrassRing Search/Match

Digital Portfolios o Canvas Course Request 19 Management & Add/Update a Person '
Clickers @ ASU Book Adoption & Syllabi Management Authorized Driver Program Admin

Curriculum ChangeMaker '
Graduate Admissions File Review

Grading Policies and Info
Roster Contacts

Job Openings | HR Forms &'
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% How to process a worklist transaction

Please use the following navigation path when accessing the worklist directly through
PeopleSoft. Click:

ASU Customizations.

ASU HCM Custom.

ASU HR.

Personnel Transaction Request.
PTR Worklist.

ahwNE

After accessing your worklist via PeopleSoft, follow these steps to access specific
transactions:

Step one: Locate the transaction you are trying to approve on your worklist. Several
filters at the top of the page narrow your worklist view to see specific items.

View of the PTR worklist

foposed e Personalize | Find | View All | £ | L_;
Proposed Data | Details | [F=))

Status Workflow Step PTRID Empl ID Rcd# Name DeptID Department Submitted Effective Date Job ‘:,‘;3] :t"o"p'
v & In-Process  Cost Center/Grant Mgr 00000 1000 0 12/15/2019 12/21/2019 v
v & In-Process  Cost Center/Grant Mgr 00000 1000 1 12/12/2019 01/01/2020 v
v & In-Process Dean Additional Pay 00000 1000 0 12/10/2019 12/02/2019 v
View of the position worklist
Proposed Data Personalize | Find | View All | £ | u:-'
Proposed Data | Details | [F)
Position/ Reason for Scope of
Justification Title Status Workflow Step FTE Reg/Temp DeptID Department Hire Search
1o @& 244532 Research Analyst WF Approve Dean BackfillTemporary 0.500 Regular Backfill Open
2 @ 244437 Research Technician WF Approve Dean Increase 1.000 Variable Headcount WavOfR¢
3¢ € 243145 Coordinator WF Approve Cost Center/Grant Mgr 1.000 Regular Backfill Open
4 @& 235855 Student Worker 1l WF Approve Cost Center/Grant Mgr 0.500 Variable Backfill Addl Hire
clid| & |'DN lnasons Incccamisace ) [ e dinnatezzacs: |, |yicsasisalisad

Step two: Use the view or approve icon to view the PTR or position submitted for your
approval. Ensure you review the information for errors.

Proposed Data
Proposed Data Details | [F=¥)

Status Workflow Step PTRID Empl II
v ¢ n-Process Cost Center/Grant Mgr 00000 1000
& 4 [B InProcess Cost Center/Grant Mgr 00000 1000

v € In-Process Dean Additional Pay 00000 1000

Step three: Click the “Go to PTR Worklist” button to return to your worklist.
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% How to process a worklist transaction

View on the main PTR page

PTR Business Notes

Originator Created On Last Updated By Last Updated
12/17/2019 9:21AM 4247/19 9:21:57AM
Approve Return Go to PTR Worklist

View on the position cross-reference page

Approvals

Approve Return ' Return to Worklist
Cost Center/Grant Mgr

Position=114276, SeqNum=6, CC=CC0 :Pending

Cost Center/Grant Mgr

Pending

@ Multiple Approvers
Cost Center/Grant Mgr

Step four: To view the list of approvers, click on the “Workflow Step” link.

View the PTR worklist

Proposed Data
Proposed Data | Details | [F=5))

Status Workflow Step PTRID Empl ID Rcd# Name DeptID Department
¢ & iPaasas ﬁgit_ TC:r?;er/Grant Mgar 10000470225 1 B1342 gﬁngompt Infor & Dec
v € In-Process ﬁgﬁt_%ﬁeﬂe'a"t Mar 50000468273 0 B1347001 Eg'ryr;id‘”'c Sch HSE

View the position worklist

Proposed Data Pel
Proposed Data Details | [F==H

Position/

Justification Title Status Workflow Step FTE Reg/Temp DeptID Department

14 € 114276 Systems Support Analyst (IT)  WF Approve |Cost Center/Grant Mgr i.DOUDOU Regular B1342 Sch Compt Infor .

To see the list of approvers, click on the “Multiple Approvers” link.
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% How to process a worklist transaction

PTR Worklist AWE Monitor

PTRID 00000470225 PTR Status In-Process WF Step Cost Center/Grant Mgr Non-Term
Cost Center/Grant Mgr

ASU_PTR_ID=00000470225, CC =CC0 :Pending
Cost Center/Grant Mgr

Pending
® Multiple Approvers

Return

A window will appear that lists the approvers at the level selected.

Approver #1 ~

Name:

Department: B1301

Department: Fulton Schools of Engineering

Job Title: Exec Director

Email ID: (@asu edu
Approver #2

Name:

Department: B1301

Department: Fulton Schools of Engineering

Job Title: Assoc Director

Email ID: @asu.edu
Approver #3

Name:

Department: BO101

Department: Office of University Provost

Job Title: Vice Provost

Email ID: @asu.edu
Approver #4

Name:

Department: B1301 v

F— Fidbrn Cobnle f Coninnnrinoe

Step five: Click the “Return” button to return to your worklist.

PTR Worklist AWE Monitor

PTRID 00000470225 PTR Status In-Process WF Step Cost Center/Grant Mgr Non-Term
Cost Center/Grant Mgr
ASU_PTR_ID=00000470225, CC = CCO :Pending

Cost Center/Grant Mgr

Pending

@ Multiple Approvers
Cost Center/Grant Mgr

Step six: Click on the return icon.

Proposed Data
Proposed Data Details | [F=5®)

Status Workflow Step PTRID Empl ID Rcd# Name
v El In-Process ﬁgi{%ﬁemram MOr 60000470225 1
b Cost Center/Grant Mgr
v € In-Process @ = 00000468273 0

Financial Services

DeptID

B1342

B1347001

Department

Sch Compt Infor & Dec

Engr

Polytechnic Sch HSE

Pgrms
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You may also return the PTR by clicking on the “Return” button at the bottom of the
PTR.

How to process a worklist transaction

View of the PTR worklist

¥ PTR Business N0t9§

Originator Created On Last Updated By
12/17/2019 9:21AM

Last Updated

12/17/19 921:57AM
Approve Go to PTR Worklist

View of the position worklist

Proposed Data =
Proposed Data || Details | [F=)

Position/
Justification Ntle Status Workflow Step FTE Reg/Temp DeptID Department

1 ¢ 114276 Systems Support Analyst (IT)  WF Approve Cost Center/Grant Mgr 1.000000 Regular  B1342 Sch Compt Infor

You may also return the position by clicking on the “Return” button at the bottom of
“Position cross-reference.”

Approvals

Approve Return to Worklist

Cost Center/Grant Mgr

Position=114276, SeqNum=6, CC = CC0 :Pending
Cost Center/Grant Mgr
Pending

Multiple Approvers
@ Cost Center/Grant Mgr

Step seven: You will be prompted to enter comments. These required comments
should reflect why you returned the transaction and what you would like the originator to
do. Once the comments are entered, click the “OK” button.

Comments

Empl ID EmplRecord 0 Name

Limited to 250 characters

OK Cancel

You will receive a message indicating the return has been processed for the selected
employee.
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% How to process a worklist transaction

View of the PTR message

Message

PTR 00000468273 has been returned. (21005,7)

View of the position comments screen

Comments

Position 114276

Limited to 250 characters
OK Cancel

View of the position message

Message

Position 114276 has been returned. (21005,13)

....................................

The originator will receive an automatically generated email to let them know you have
returned the PTR or position.

Step eight: Repeat the steps above and return another transaction or log out of
PeopleSoft.

PTR for has been returned.

To @asu,edu
PTR 00000468273 has been returned and is not approved. Please click the link to review the details.
https://uridefense.proofpoint.com/v2/url?u=https-3A _asuhrtst.psdev.asu.edu psp asuhrtst EMPLOYEE

kUV29SRQuUspSVYRON1GycN4 2jinuKy6zbgQ&r=Bulft6LhstTx2OVRHIWSIASBMaOuUVGoKGZ-
xRyHaow&m=QYtXOQWIs6vwBsDbhToOAMISuwtbQauv8DEWNnmc sGw&s=nklE TK8DI1lyzl-ZwGMaqiFEpkp
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% How to process a worklist transaction

Position 114276 has been returned

To @asu.edu

Position 114276 has been returned and is not approved. Please review the return reason listed below
and use the "Work-in-Progress' radio button in "Create/Modify Positions" to take corrective action.

Return Reason:

How to cancel a PTR or position transaction from the worklist

The ability to cancel a transaction is granted only to the originator of that transaction.
PTR transactions that an originator has submitted or saved as a draft will appear on the
worklist until they are fully approved, canceled, archived or returned. Originators can
cancel a transaction at any point before the transaction has received all approvals.

Submitted position transactions will appear on the worklist until fully approved, archived,
canceled or returned. Originators can only cancel new positions before the transaction
has received all approvals. The cancel button will be greyed out for modified positions.
These positions must be returned and withdrawn to be canceled.

Step one: Locate the transaction you are trying to cancel on your worklist. Various
filters are at the top of the page to narrow your worklist to specific items.

PTR worklist — status must be in-process to cancel

Proposed Data
Proposed Data | Details | [0

Status Workflow Step PTRID Empl ID Rcd# Name DeptID Department
O n:Process Cost Center/Grant Mgr 00000470225 I — Sch Compt Infor &
\Non-Term Engr
@ Manual No Pending Steps 00000470203 3 E0101011 gg;t;gc Marketin

Position worklist — the position must be new, and the status must be “WF
Approve” to cancel

Proposed Data
Proposed Data Details | [F=59)
Position/

Justiication Title Status Workflow Step FTE Reg/Temp DeptID Department
1 @ 208432 Program Coordinator WF Approve  Cost Center/Grant Mgr 0.4750 Regular  B1342  Sch Compt I
2 243726 Coordinator Cost Center/Grant Mgr 1.0000 Regular  B1342 Sch Compt I
3 0 136479 Specialist WF Approve  Cost Center/Grant Mgr 1.0000 Regular  B1342  Sch Compt Ii
4 0 114276 Systems Support Analyst (IT) Returned No Pending Steps 1.0000 Regular B1342 Sch Compt

Step two: Click on the “Workflow Step” to view the comments of other people who have
approved the transaction.
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% How to process a worklist transaction

View of the PTR worklist

Proposed Data
Proposed Data Details E’J

Status Workflow Step PTRID Empl ID Rcd# Name Dept ID Department
Cost Center/Grant Mgr Sch Compt Infor &
0 B In-Process R ]0000470225 1 B1342 Engr
@ B Manual No Pending Steps 00000470203 3 Eptoiost | Srateac Markstn

View of the position worklist

Proposed Data
Proposed Data Details | [F=59)
Position/

Justification Title Status Workflow Step FTE Reg/Temp DeptID Department
1 0 B 208432 Program Coordinator WF Approve  Cost Center/Grant Mgr 0.4750 Regular  B1342 Sch Compt I
2 O B 243726 Coordinator WF Approve 0000 Regular  B1342 Sch Compt I
3 0 136479 Specialist WF Approve  Cost Center/Grant Mgr 1.0000 Regular  B1342  Sch Compt
4 0 114276 Systems Support Analyst (IT) Returned No Pending Steps 1.0000 Regular B1342 Sch Compt I

Step three: Click the “Return” button to return to your worklist.

PTR Worklist AWE Monitor

PTRID 00000470225 PTR Status In-Process WF Cost Center/Grant Mgr Non-Term
Step

Cost Center/Grant Mgr
SU_PTR_ID=00000470225, CC = CC0  :Pending

enter/Grant Mgr

Pending
Multiple Approvers
e} Cost Center/Grant Mgr

Personnel Transaction Request
ASU_PTR_ID=00000470225:Awaiting Further Approvals
Staff

Not Routed
Multiple Approvers
B PTR Dean & VP UL

Step four: Click the “Cancel” icon.

View of the PTR worklist

Proposed Data
Proposed Data | Details | |29

Status Workflow Step PTRID Empl ID Rcd# Name DeptID Department
@ [B in-Process Cost Center/Grant Mgr 00000470225 i —— Sch Compt Infor &
Non-Term Engr
@ B Manual No Pending Steps 00000470203 3 E0101011 Strategic Marketin

mms

You may also cancel the PTR by clicking on the “Cancel” button at the bottom of the
PTR.
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% How to process a worklist transaction

PTR Business Notes

Originator Created On Last Updated By Last Updated

12172049 9:21410] 1211719 9:21:57AM
as Draft Save & Send for Approva Archive PTR Return to Search Go to PTR Worklist

View of the position worklist — the only way to cancel a position

Proposed Data
Proposed Data || Details | [F=9)

Position/

Justification 1'He Status Workflow Step FTE  Reg/Temp DeptiD Department
1 0 B 208432 Program Coordinator WF Approve  Cost Center/Grant Mgr 0.4750 Regular  B1342  Sch Compt Ii
2 243726 Coordinator WF Approve  Cost Center/Grant Mgr 1.0000 Regular B1342 Sch Compt Ii
3 0 136479 Specialist WF Approve  Cost Center/Grant Mgr 1.0000 Regular  B1342  Sch Compt Ii
4 0 114276 Systems Support Analyst (IT) Returned No Pending Steps 1.0000 Regular B1342 Sch Compt i

Step five: You will be prompted to confirm that you want to cancel the PTR or position.
Click the “OK” button if you want to proceed.

Message

Confirm canceling of the transaction (21025,30)

This action will cancel the transaction. If the transaction status is 'In Process' and any approvers have already approved, they will be
notified via e-mail of this cancellation. Press OK to continue or Cancel to stop.

Cancel

Note: The PTR worklist status will automatically change to cancel. The canceled
position will automatically be removed from the worklist.

Proposed Data
Proposed Data Details | [F=5¥)

Status Workflow Step PTRID Empl ID Rcd# Name DeptID Department
O Canceled ﬁgzt E:rrrtlerlerant Magr 00000470225 1 B1342 E{c]ngompt Ini
@ Manual  NoPending Steps 00000470203 3 E0101011 Srategic Mart

Comms

The PTR will be automatically archived five days after this action is taken. If you want to
archive the transaction manually, you must go to the main PTR page. If you manually
archive your PTR, the employee record will be available immediately for further action to
be taken by you or another originator in your department.
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% How to process a worklist transaction

All individuals who have approved the transaction previously will be notified via email
that the transaction has been canceled.

PTR Cancelled

@asu.edu; @asu.edu; @asu.edu; LF @asu.edu; @asu.edu; @asu.edu

PTR for ! has been cancelled by the requestor and will not be processed into job. If the requestor chooses to resubmit the request, the
request for approvals will have to start over.

Position Withdrawn

To @asu.edu; @asu.edu; ||| @asu.edy; @asu.edu; |@asu.edu; @asu.edu A

Position %2 has been withdrawn by the requestor and will not be processed and integrated to Kenexa. If the requestor chooses to resubmit the request, the
request for approvals will have to start over.

If no approvers had approved the transaction before the originator’s cancel action, they
would not have been sent an email. When the approver reaches the worklist page, a
transaction will no longer be available for them to approve.

Other functionalities

Edit the PTR function

As an originator, there may be cases in which you would like to resubmit a PTR you
have canceled. You can resubmit the PTR by clicking on the “Edit PTR” button at the
bottom of the main PTR page.

Originator Created On Last Updated By Last Updated
12/17/2019 9:21AM 12117119 3:22:.03PM
Edit PTR Archive PTR Return to Search Go to PTR Worklist

You will receive a message indicating that a new PTR must be created to regenerate
the workflow associated with the new transaction.

Message

Confirm creation of new PTR from canceled PTR (21025,31)
Press OK if you want to use the canceled PTR to create a Draft PTR, or Cancel to stop.

Cancel

This will cause the PTR fields to be opened for data entry. You can then make any
changes and click on the “Save and Send for Approval” button at the bottom of the

page.

Save as Draft Save & Send for Approval Cancel Return to Search Go to PTR Worklist

If you have modified position details or position accounting details, you must remove the
position number tab from the field and replace it so that the PTR reflects the changed
values. Failure to do so may result in errors.
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% How to process a worklist transaction

Withdraw a position

As an originator, you can cancel any newly created positions before they are fully
approved, but you cannot cancel a transaction for a modified position. You can withdraw
this transaction before the workflow is initiated or if it has been returned to you by an
approver or data management.

The position number must be either in a “Not Saved” or “Returned” status to withdraw a
position request. You can therefore withdraw while you are in the middle of creating or
modifying a position by clicking the cancel or reset button at the bottom of the page.
You can also reenter a position with a “Not Saved” status that modified without
submitting and click the “Withdraw” button, or you can enter a “Returned” position to
withdraw.

On the position worklist, only a modified position will show the cancel button grey out
while the status is in “WF Approve.” If you need to cancel this transaction, contact an
approver and request that the transaction is returned to you.

Proposed Data

Proposed Data Details | [F=9)

S’S:z‘l‘:‘c"auon itle Status Workflow Step FTE  Reg/Temp DeptiD Department
1 208432 Program Coordinator WF Approve ost Center/Grant Mgr 0.4750 Regular  B1342  Sch Compt Ii
2 @ 243726 Coordinator WF Approve  Cost Center/Grant Mgr 1.0000 Regular  B1342  Sch Compt I
3 0 136479 Specialist WF Approve  Cost Center/Grant Mgr 1.0000 Regular  B1342  Sch Compt i
4 O 114276 Systems Support Analyst (IT) Returned No Pending Steps 1.0000 Regular  B1342 Sch Compt Ii

Once you receive the return notification, you can view the transaction in your worklist.

Proposed Data

Proposed Data Details | [F=EW)

Position/

e O Title Status Workflow Step FTE RegiTemp DeptID Departmen
1 @ 114276 Systems Support Analyst (IT) No Pending Steps 10000 Regular  B1342 Eﬁgf“mp
- I N - PPN Cmmmintint AR Ammemiin Ak AambaciPent Mae 4 AAAR Pamidae DA% 4R Sch Comp

To withdraw, navigate to your “Return to Work-In-Progress” menu using the following
navigations:

ASU Customizations.

ASU HCM Custom.

ASU Position Management.
Create/Modify Positions.

PwpnpPR

Position Data

Create/Modify Positions

Create New or Modify Existing Position

O Create New Position O Modify Existing Position  |O Return to Work-In-Progress
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% How to process a worklist transaction

Click on the position link for the position in a “Returned” status.

Work In Progress

Work in Progress

Available Work; Click Position Link to Select

Position Deptid Descr Status
I 114276 J B1342 Systems Support Analyst (IT) |Returned
Submitted for WF
136479 B1342 Specialist Approval
208432 B1342 Program Coordinator Retuned

Return Without Selecting

Click on the “Withdraw” button at the bottom of the page.

Save and go to PM Accounting l Withdraw I Cancel / Reset

A new window will open. Click “Continue Withdrawal” to complete the withdrawal. The
position will be removed from the “Work-In-Progress” list.

Position Management Information

£\ Waming Message

Warning: Withdrawal

* This transaction is about to be withdrawn, and no future processing will occur.
e Choose whether to continue the withdrawal or cancel it

| Continue Withdrawal | Cancel Withdrawal

Workflow matrix

Visit the PTR workflow matrix for more information. It is important to note that this matrix
can be changed at any time, which will also be reflected in the position and PTR
workflow. If changes are made to the workflow, these changes apply to any PTR or
position submitted after the effective date of the workflow changes. Previously
submitted PTRs or positions are not subject to any workflow change rules. If you have a
guestion regarding how a transaction is routed, it is advisable to check the current
matrix.

Contact your Data Management representative if the transaction seems to be routing
inappropriately.

Resources

Review resources on the Data Management webpage or contact Data Management for
guestions.
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