7 on

workday.

- Q
OFFICE OF ORGANIZATIONAL DEVELOPMENT & TRAINING
-~ HR TRANSACTIONS

Check on status of a business process

e Notes

e Step 1

e From your home page,
click on the area over
your name and the
cloud

e Clickon “Inbox”

You can see the status of all transactions that only you initiate.

There is more than one place to see the status. This guide will show you both
methods.

Method 1

A (Q ricemp workday. ® Lorin Mask c

Personal Benefits Pay Time
Information W:Drive

Documentation ]
e My Account

Time Off and My Team Onboarding Team Time Off
Leave Status Summgz -

O]
QD

Open Positions Training and Anniversaries Directory

Resourc es

01/18/17v. 1.2
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HR Transactions | Business Process Status

N (Q rieemn

Lorin Mask

TN\
workday.

Inbox

Actions 0

workday.
View Event Hire: Jackie Chan - Organizational Training and Development (Temporary) Bs

0O srr:
SortEy: Newest (Charles Matteis (Inherited))

e Click on the

“Ar Ch iv eu ta b Hire: Jackie Chan - Organizational Taining and For Training
Development (Temporary) (Charles Matteis (inherite
DI e " ¢ ) Overall Process  Hire: Jackie Chan - Training and (T
8 minute(e) ago - In Progress: Mutple Partcs
In Progress
Costing Allocation for Hire: Jackie Chan - Organizational
Due Date 12872017

Training and Development (Temporary) (Charles Matteis

o Select t h e b us | ness (Inherited)) CalendarsInUse  Gonsecutive Days (No Galendars Selected)

8minute(s) ago - In Progreas

process you want to o rgnztons e i - rgmzon

2 Details Process
. Training and Development (Temporary) (Charles Matteis
review, so that the (onerted)
. . . . e e Pre-Hire Jackie Chan
information is displayed S —— ; 0 —
i H H (Charles Matteis (inherited)) Hire Date 01/16/2017
In the maln Wlndow. 9 minute(s) age - In Frogress Reason Hire Employee > New Hire
Personal Information Change: Jackie Chan
Job Details

9 minute(s) age - In Progreas

Employee Type  Fixed Term - Temporary (Fixed Term)
1D Ghange: Jackie Chan ployee Typ porary ( )

9 minute(s) ago - In Progress Job Profile Temporary Professional Staff
Time Type Parttime

Time Off Correction: Lofin Mask

28 day(s) age - Successfully Completed Location Main Campus.

PayRate Type  Hourly

~ Additional Information

Cancel

Some business processes have many “sub-processes.” Always use the main process to view
accurate status. For example: Choose “Hire” process instead of the sub-processes: assign
costing allocations, propose compensation, assign organizations, etc.

Sers By: Newest v = Process History 31 ftems L g

From Last 30 Daye.

e STEP 3 g A

D Process step status CompletedOn  Due Date Comment
ros . Person
n Mitle
- . Ghange Organization Assignments | Approval by Manager Not Required o1/18/2017 A
A st re: forWerker
e Click on the Traring nd Developmen: (Tempora) (chaes s
(nherited)) Hire Change Organization Assignments Not Required o1/24/2017
uP » t b : I ht o minute(e) ago- n Progress
rocess tab in lig e Crarge Organzston Assgments | Nk Requied P
g ray g (Temporary) Alocati Alogation Submitted 0171772017 0/18/2017 | LorinMask (Administrative
(nheritec)) 11:0226 AM Assistant)
& minuta(s) ag0 - In Progress
Hire Assign Casting Allocation for Hire Not Required 0172472017

Empioyee

Propose Compensation Hire: Jackie Chan -

. s c rol I d o W n i n b Ot h Eg:;:%ﬁ;m;r;xg%?gl)mtlwm:m (Temporary) Hire é’:‘i’:‘gn E:!\mq Allocation for Hire Not Required 0172472017
the main window and et e ki con
the small window in the o

active area of the inbox .

Hire To Dio: Check -9 Documentation Awaiting O1718/2017  Aviel Murakhor:
Action Analyst)

Garmen Lopez (HR
Analyst)

Time Off Correction: Lorin Mask: :fl:;ﬂﬁ;m Brack (HR
28 dast) ago iy Compesed
Lorie Friedman (HR
You may need to scroll Analyst)

e The last row of the
table will display the
“awaiting action” status Remalning Process

Click on the button below to revief remaining process details.

LuzSeneida Flores (HR

down in both windows.

e To see what is next, e J
click “Remaining
Process”
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For active employees:

e From your home page,
type in the
employee’s name in the
search bar

e Click on the name

0 STEP 2

e Click on “Processes”
under the “Category”
filter on the left of your

page

e Search for the
business process you
want to review

\ —

Method 2

HR Transactions | Business Process Status

ﬁ (\Q Kanye W

Kanye West - Employee

Personal
Information

Time Off and
Leave

Benefits

@

My Team

4
O

Onboarding
Status Summz .-

Tea)

‘h Q kanye west

Categories

Commeon
Assets
Organizations

Payroll

People
Procurement

Projects

Reporting

A

Staffing
Time Off and Leave

All of Workday

Search Results 9 items

Processes

Assign Organizations: Kanye West Assign Organization

Assign Pay Group for Hire: Kanye West Assign Pay Group Event
Check Budget (Staffing) for Hire Check Position Budget Event

Costing Allocation for Hire: Kanye West - Organizational Training and Development (Temporary) (Charles
Matteis (Inherited))

Costing Allocation Event Package

Hire: Kanye West Hire Employee Event
ID Change: Kanye West Government Identifier Event
Period Activity Pay: Kanye West - P1005418 Adjunct Period Activity Assignment Event
Period Activity Pay: Kanye West - P1005418 Adjunct Period Activity Assignment Event

Personal Information Change: Kanye West Personal Information Change Event

Tip: try selecting another category from the left to see other results

Montclair State University | Division of Human Resources
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0 STEP 3

e Click on the Twinkie
(related actions button)

e Check “Overall Status”
first

e |F—you see
“Successfully
Completed” you are
done

e |F— yousee “In
Progress” continue to
STEP 4.

G STEP 4

e Move your mouse to
“Business Process”

e Click “Full Process
Record”

HR Transactions | Business Process Status

Hire: Kanye West B8

Actions

inge: Kanye Wes
Business Process >

Period Activity Pay:Ka ¢ oi0e 5 Subj

. Kanye West

Organizational Training and Devel

[ =

it (Temporary) (Charles Matteis (Inherited))

Costing Allocation for
Matteis (Inherited))
Costing Allocation Event Package

: Kanye West - Organizational Ti
Business Process >

Favorite >

Overall Status ~ Successfully Completed
Period Activity Pay: Ka
Initiated On 01/17/2017 11:45:37 AM
Personal Information ¢ Due Date 01/24/2017
Effective Date  01/17/2017
Check Budget ing) for Hire Check Position Budget |
get { P “ Actions

Event Period Activity Pay: Kanye West - P1005418
Adjunct

Subject P1005418 Adjunct - Kanye \gst
Hire: Kanye West Hire Employee Eve)
Overall Status  In Progress
ID Change: Kanye West  Gavernment Identifi Intisted On_ 01/17/2017 1200:07 PM
Period Activity Pay: Kanye West - 1005418 Adjunct B3 Effective Date  01/17/2017
A (Q enenes workday ———

ms

Event Period Activity Pay: Kanye West - P1005418

Cancel
Confirmation View
Coreet Adjunct - Kanye West
Full Process Record
TestRule

View Definition

View Remaining Process

View Security

Categories Search Results 9 s
Common Prosesses
Assets Assign Organizations: Kanye West  Assign Organizstion
Organizations Assign Pay Group for Hire: Kanye West  Assign Pfﬁupmm
Payroll
Check Budget (Staffing) forHire  Check Position fudget |
People Actions.
Gosting Allocation for Hire: Kanye West - Organizatjonal Ti
Processes Matteis (Inherited)) Business Process >
Frocurement Gosting Allacation Event Package Favorite >
Projects Hire: Kanye West  Hire Employee Event
Reporting ID Change: KanyeWest  Govemment Idenifier Evefit
Security Period Activity Pay: Kanye West - P1005418 Adjundt B2
Staffing
Period Activity Pay: Kanye West - P1005418 Adjun Period Activity Assignment
Time Off and Leave
Personal Information Change: Kanye West ~ Personal Information Change Event
Allof Workday

Tip: ry selecting another category from the left 10 see other resuits
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e Click on the
“Process” tab

e The last row will have
the “Awaiting Action”
information

e Click on Twinkie next
to the person’s name to
get phone or email
information

e Click on “Remaining
Process” to view more
information

HR Transactions | Business Process Status

A (Q knpewest

Full Process Record Period Activity Pay: Kanye West - P1005418 Adjunct &a

Evemt Period Activity Pay

For P1005418 Adjunct - Kanye West
Overall Process  Period Activity Pay: Kanye West - 1005418 Adjunct
Overall Status In Progress

Calendars InUse  Consective Days (No Calendars Selected)

o _

Lorin Mask

Process History 3items mvym
Process step Status. Completed On Due Date. Person Comment
Period Activity Pay Period Activity Pay Step Completed 011742017 12:00:07 PM Lorin Mask
Period Activity Pay Review Period Activity Pay Assignment Approved 011742017 120947 P 01872017 Brittany Gannon (HR Analyst)
| Period Activity Pay Approval by Manager Awaiting Action 0182017 Charles Maneis (Manager) G }
J
Remaining Process
Ciick 0 the button below 10 review remaiaihg process details.
Remaining Process X
Worker Charles Matteis ms
p— Contact
Phone . +1(979) 6556856 (Lanine)
Email % mattiscgmaimoncisiedu
Work Address
150 Clove Road Lite Fats NJ 07424
Unted States o america
mym
ron Comment
9 Job I
Organizton  Compiance (Junes Wi Ecmund) ¥y
Business Tite  Drectorof OrganizaionalDevelopment nd Traiing
e Drectorof rganizaionalDeveopment o e
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