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Transaction Initiator Training 
 
Getting Started 
To access the HR Transaction System, you must login to the Self Service web application using your Hawk ID and password. 
 

 
 
 
 
 
From the self service home page, select the “Administration” tab, under the “Systems” section and then the “HR Transaction System” 
link. 
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At the bottom of the transaction system panel, you may elect to set up/change your personal profile as shown below –  
 

 

 
 
 
 
On your personal profile, you can change specific items such as work address, status, MFK information etc….  The values entered 
into the Personal Profile will default into the transactions that you create – please note that you may override the default 
values in the actual transaction once it has been created.  Also, you may update your personal profile at any time. 
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The email address allows the initiator/approver the ability to receive an email notification when they have received a form that needs 
to be approved or when a change has been made to a form.  The user is allowed to enter any valid email address. 

 
 

 
 
 
Please be sure to save any changes made to your personal profile. 
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The following section provides links to forms and additional information on specific topics – please click the appropriate link. 
 
 
 

 
 
 
 
Transaction System –  
 
The system will allow/restrict the types of forms you may choose.  For example, you cannot process a Faculty Promotion on a person 
holding a P&S position.  You can search by Employee ID, Social Security Number or by employee name.  If the employee has 
multiple jobs, the system will take you to a separate screen allowing you to choose the appropriate job record. 
 

 
 
 
 
Click the type of form you want to create. 
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The following is an example of appointing an individual that is new to the University of Iowa. 
 

 

 
Select the appropriate appointment type from the Staff Type List.  
Enter the appropriate Position Type.  If you are processing with an “Existing” position number or if “Existing” defaults from the 
position type, a valid position number must be entered. 
Enter Effective Date of the appointment. 
Enter Employee ID, Social Security Number and/or Name. 
Click Continue – you will be directed to the following screen.  
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Select option 3 if the individual we are hiring was not a former student or former employee. 

 
 
 If the employee does not have a valid U. S. social security number yet, follow these guidelines:  

• Student appointments: the employee’s temporary student number must be used.  This number was issued by the Registrar’s 
Office and is in the format of 999-XX-XXXX.  Payroll must be notified as soon as the valid social security number is 
received.   

• Non Student appointments and Complimentary appointments:  Check the “No SSN” box.  Once you continue from this 
screen, a temporary number will be assigned with a 000-XX-XXX format.  You will see it in the Social Security # field on 
the next screen.    This temporary social security number must be used for any future transaction, until a valid number is 
obtained.       

 
Once you leave this screen, a University ID and 000 temporary social security number (if applicable) will be assigned to this 
individual.  If you can not finalize the transaction at this time, please save the form in Draft status for later retrieval.  This will stop the 
creation of multiple numbers to one employee.     
 
Click Continue. 
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Campus and Residing Address information is required data.  The user will not be able to send the appointment into workflow 
until the information has been updated.  Click the link and follow the instructions provided. 

 
If you select Non US Citizen for “Citizenship Status’, you will be prompted to verify immigration status. 
 

• Status determines federal, state and FICA tax withholding. 
• Fines can be accessed by the IRS & INS for reporting inaccurate data and are the liability of the department. 
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After you have completed the information on the form, you have three choices to proceed: 
 

• Refresh this form – checking for errors. 
• Save this form as a draft copy – allows the user to return to an incomplete form. 
• Finalize this form and enter it into the workflow system.  Please note that you will not be able to send the form to workflow 

until all of the errors have been corrected.  Click Continue. 
 
The transaction has now been completed.  You are ready to send the form into the workflow system to obtain approval at the 
appropriate levels. 
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Select the workflow group to process this form and click Continue.  You will now proceed to the Approval/Routing screen where you 
will have three choices for routing.  In addition, you will also have the option to void the form if necessary.  You can add attachments 
to this form at this point.  Suggested attachments are listed and there is an Attachment Help link.   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Selecting “View the Entire projected Workflow path for this form” will display the projected approvers. 
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If you select the “Void” option, the following is displayed and you need to select the most appropriate reason and then confirm the 
void.    
 

 
 
 
If you are approving the form, the three options are: 
 
- Send to the next approval level as listed here: the user will send the completed form into workflow on the predetermined 

signature path as indicated on the screen. 
- Send to the next approval level plus someone from my alternates list: the user can send the completed form on the predetermined 

signature path plus someone from their alternates list. 
- Send to an alternate for immediate approval: the user may send the completed form to someone on their alternates list before 

sending the form through the predetermined signature path.   
 
 
 
 
 
Alternates –  
An alternate is someone not in the approval chain that you would like to send the form to on an ad hoc basis.  If you select either of the 
“send to alternate” choices and you already have an alternate list established, you’ll receive a listing of those names.  Put a checkmark 
next to the individual you want to send the form to as an alternate and select the type of approval (View, Permitted or Required).  The 
default approval type is Required. Click on the Continue button to proceed.  If you select either of the “send to alternate” choices and 
you have not previously established any alternates or need to add a new alternate to your list, click “Add New Workflow Alternate” to 
proceed. 
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A new window will display.  You can search for the individual you would like to add to your alternates list by employee id, social 
security number or name as shown below: 
 

 
  
 
 
 
Once you have completed your search for your alternate, the name will be displayed.  Click on the Process Request prompt to finalize 
the request.    
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The next screen will confirm the new alternate and list all available alternates.  It will default to the individual just added.  Select the 
appropriate alternate and type (View, Permitted or Required) and click Continue.        
  

 

 

 
 
 
 
You will now be presented with a screen that verifies that your approval is complete. 
 

 
Departments must complete the I-9 form electronically using I-9 Express.  The I-9 must be completed within the first three days of 
paid employment.  Please refer to the Faculty and Staff Immigration Services website for more information.   I-9 Express is accessed 
through the External Links tab On Self Service. 
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The W-4 and Direct Deposit form should be completed via the self-service center.  There are certain limitations regarding Non 
Resident Alien’s W-4 tax withholding.  Please view the W-4 link for additional information.   
 

 
 
 
 
 
 
 
 
 
WORKFLOW TEST TRANSACTIONS: 
There is a test environment available for your use.  It is located on Self Service on the My Self Service page, under the Maintenance 
section.   The link is titled “Workflow Test Transactions”.   Once in the test environment, navigate to: Administration/Systems/HR 
Transaction System.  You can use this application to become more familiar with the system without the fear of touching actual live 
data.     
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