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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 1D and password.

Welcome to the Finance and Operations (FO) Web Applications Portal
Hawk ID Login

This is your single point of access for FO Web Applications including Self Service, Workflow, PCard, GL DSS,
and the HR Data Access Applications. Please sign in using: Hawk ID:

1. Your Hawk 1D, and Password:

2. Your Hawk ID Password

Links to Common Questions

IMPORTANT INFORMATION ¢ Don't know vour hawkid?
* Forgot vour password?
* More hawkid information...

+« Employees using shared computers are advised to click sign out and then exit the browser after
completing their session.

« This is a secure site. Your |D and password are encrypted as they are sent for authorization.

+ Per Session Cookies must not be disabled on your browser. We store temporary data in systerm memory to
keep you logged in as you navigate the site.

« FO Web Applications are generally available 24 hours a day. There may be occasional breaks in

senice for routine maintenance, especially on Saturdays after 10pm

Please use this link to submit feedback. Thank you!

New employees receive their Hawk ID and password shortly after starting employment with the University.

SIGN-IN HELP

If you are in the lowa domain. call 384-HELP (4357) for the ITS (Information Technology Serices) Help Desk or
send email to its-helpdesk@uiowa. edu.

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 —

FO/HR Web Transaction Syétem

Data Access Applications Transaction Main Menu Workflow Main Menu HR Home fage S‘Egn InfOut

Admiristration = Transaction System

& Position Change 1s now part of the Position hManagemeit Systemn
Transaction Options (THIS A PRODUCTION SYSTEN)

« Documentation
o View Transaction Initiator Training Manual
o Printanl-8 Form
o Print a Blood Borne Pathogen Form
o Wyhen to use Transfers or Terminations?
o Attachment Help
o Special Compensation Types/Definitions
o Compensating Graduate Assistants for Extra EAfort

s Forms
o Appointment
o Change In Status
» Faculty Annual Review Form
= Faculty Promotion Cover Sheet
o Leave Of Absence
o Termination {read this first)
o Jransfer (read this first)
o Adjunct Support Form
o Summer Support Form (Any Pogftion Mumber)
o Summer Session Form (Summyer FPosition Mumbers Only)
o Special Compensation Payrmgnt
o Special Compensation Prio/Approval
o IMEO Work Request

Load a Draft Copy

View a Finalized Form

Set Route for Finalized For

(note: thiz option shauld anly be used if yoyffinalized a farm but neglectad to enter it into waikdlow )

Daily NRA Report

General Transaction Options

® Edit Personal Profile

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.



FUS/HR Web Transaction System

Drata Access Applications Transaction Main Menu Workflow Main Menu HR Home Page Sign InfOut

Personal Profile for SCHROPP,DANIEL L

Email Address Idaniel—sc:hmpp@uiu:uwa.edu

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.

Default Values for Transactions

Transaction Dates

Effective Date: Immfddﬁfy‘y‘y End Date: Immfdd,’\y'yw

Org & Department Information
Organization Department ID

|Se|ed Cne... j |Se|e|:1 Cne... j

Student Financial Aid Information

Supervisor Name |

Supervisor Room I

Supervisor Building ISeIect one.. j
Supervisor Phone [x0oho0-000

Supervisor Email |

Work Address Information

Department | Select One_. + Sub-Dept # |00030
Room |120-30 Work Phone |319/335-2380
Building | University Senices Bldg (LUSB) ¥

Faculty/P&S Status Information

Faculty Status Faculty End Date
Select one... % rmrm/ddiyyyy
P&S Status P&S5S End Date
Select one... + mm/ddfyyyy

MFK INFORMATION:

Mumber of MFK Lines to display: 1

Total Compensation: 0
FND ORG  |DEFT SDEPT GRANTPG ACT OACT  |DPACT FN CCTR E;’;;E
0oo 00 0000 00000 00000000 0000 000 00000 oo 0000 ]

Save

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.

FO/HR Web Transaction System

Data Access Applications Transaction Main Menu Workflow Main Menu H?{ Home Page §Qn InfCut

Return to Applications (Main
Transaction Options (THIS A PRODUCTION SYSTENM)

« Documentation

View Transaction Initiator Training Manual

Print an -9 Form

Print a Blood Borne Pathogen Form

When to use Transfers or Terminations?
Aftachment Help

Special Compensation Types/Definitions
Compensating Graduate Assistants for Extra Effort

[e]

0O 0O 0 0 0 o0

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.

s FOrms

o Appointment

o Change In Status
o Faculty Annual Beview Form

» Faculty Promotion Cover Sheet
o Leave Of Absence
o Termination {read this first)
o Transfer (read this first)
o Adjunct Support Form
o Summer Support Form {Any Position Number)
o Summer Session Form (Summer Position Numbers Only)
o Special Compensation Payment
o Special Compensation Prior Approval
o IMFO Work Request

Click the type of form you want to create.



The following is an example of appointing an individual that is new to the University of lowa.

FO/HR Web Transaction System

Drata Access Applications Transaction Main Menu Workflow Main Menu HR Home Page Sign IniOut

HR Web Transaction System
Appointment Form

Flease selact the type of this appointment form using the box below. A scroll bar on the right side will allow
you to scroll through the different options.

Biweekly Non-Student Temporary ~
Biweekly Non-Student Scheduled Hourly (SEIL)
Biweekly Student Continuous

Biweekly Student Summer

Biweekly Student Workstudy

Faculty Fermanent Academic

Faculty Permanent Fiscal

Faculty Tempaorary First Semester

Faculty Temporary Second Semester

Faculty Temporary Academic het
+ Please select position (Leave Position # blank if New or Biweekly)
information on the right. Position #:

Flease also select the

effective date of the Effective Date: E]
appointment.

The Mame and Address portion of the Appointment Form has changed.

e YOU may search for a current Search the HR database:
Ul employee by entering .
Employee ID - this is the Employee ID: :
fastest way to search if the -or-use the Ul Directory:
individual has been Social &

employed at the UL
« Otherwise, use Name andfor Last Name:

Social Security to search the First Name:
Ul Directory. If the employee

IS new to the Lniversity, you

will have the opportunity to

add them to the Directory on

a subsequent screen.

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.



FUS/HR Web Transaction System

Data Access Applications Transaction Main Menu Workflow Main Menu HR Home Page Sign InfOut

There were no resulic from yvour search. Flease choose one of the additional opiions hsted below:

Additional Options
13 Reiry this exact search using only the first three characters of the Last Mame (PAY)

2 Return to the Appaintrnent Criteria screen to re-enter search information.

This individual is brand new to the University and [wish to add thern to the Directory.
(This attests that this individual was neither a former student nor a former employeas.)

£

Select option 3 if the individual we are hiring was not a former student or former employee.

FUS/HR Web Transaction System

Data Access Applications Transaction Main Menu Wzrkflow Main Menu HR Home Page Sign In/Out
You have indicated that this individual is completely new to the University.

o Please fill In the following information to add this employes to the Ul Name and Address
Directony. This is necessary to create g valid University 0.

o Please be certaln that all data entered below s correct - this is imperative when assigining &
Univarsity 10,

*Marme infarmation must be entered EXACTLY as displayed on Sacial Security Card
Flease enter full name infarmation (no padial names ar nicknames):

*First Mame: |F>A N
*Widdle Mame: |
*Last Name: [PAvROLL

*Please verify accuracy of S5 and Birthdate.

*Social Security Mumber; I

-0r- no S8MY [T fcheck ifyou don't have a SEM far this individual)

*Birthdate {mmiddinand: I
Continue | Clear Farm |

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

e  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.

e 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.



FUS/HR Web Transaction System

Data Access Applications Transaction Main Menu ‘Workflow Main Menu H-R Home Page Sign IniOut

Return to Appointment Options

Professional & Scientific Permanent Fiscal Appointment Form

Effective Di; |DBID1 fennd

* Denotes required field
Conflict of Interest

"Conflict of Interest In Employment:

Is the appointee related to, or have a potentially conflicting relationship with, anyone who might make
decisions or recornmendations related to hissher employment status including hiring, salary, working
conditions, working responsibilities, evaluation, promaotion, and termination? (Please refer to Ul Operations
Manual, I8, Conflict of Interest in Ermployrment (Mepotism).)

[ Mo, there is no conflict of interest.
i Yes, there iz a conflict of interest, and a management plan has been filed.

& Yfes, there is a conflict of interest, and a management plan has NOT been filed.

General Information

Employee ID NEW Social Security # 1234567589
Last Hame PAYROLL Birthdate 08131355
First Name PATTY

Middle Name

Change Campus Address in central LIl Mameiddress Database (Opens in new window)
Change Residing Address in central Ul MameiAddress Database (OWWinduw)

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.

GENDER. {~ MALE { FEMALE MARITAL STATUS { MARRIED (& SINGLE

Ethnic Group

| Mot Indicated ~| Disabled? © Yes & Mo
Veteran Status

. Disabled
INotIndlcated LI Ver? 0 Yes & Mo

Citizenship Information

Citizenship Status Citizenship Country
[Us citizen A -l | NOT APPLICABLE =
Immigration Immigration

Status Start Date Immigration End Date

| Na - Mot Applicad = mmiddpnsany | mmiddanay

If not a US Citizen, the shaded areas
must be completed

o

More information onjlmmigration Status

[T -1 attest that | Have personally reviewed the supporting documentation of this employee's visa and the
documentation was jused to provide the required appointment information

1-9 Status

ko -9 Information onffile for this individual. A new -9 will be required before this individual can receive
compensation.

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

e  Status determines federal, state and FICA tax withholding.
e Fines can be accessed by the IRS & INS for reporting inaccurate data and are the liability of the department.



Org & Department Information

*Organization "Department ID
05 - VP - FINANCE & OPERATIONS 03-0315 Wius-Human Resources
*Jobcode / Title / Paygrade Position Number
[PB23/ Payroll Assistant / 07 ~| ooooova7
Patient Care Flag "Blood Borne Pathogen Risk
 Yes ' No & NA  Yes Mo
Patient Care: Miare information on Blood Borne Pathogens

Will this employee's duties be directly involved in or
suppart the care of patients, the staff who perform
patient care, the teaching of students as they care
for patients, or research performed on patients?
(field required for Orgs 17,20, 70, 80, 85, 87, 89, 92,
and 93)

Affirmative Action

" Affirmative Action Notice:

Faculty and professional and scientific appointments that are 50% time or more and extend for more than one
year require a search that complies with the University's affirmative action procedures (please refer to the Ul
Operations Manual, 9.4, Affirmative Action Employment Guidelines).

Please indicate whether a search has been conducted for this position:
Search required. Formal search conducted. Form D, salary rate, and offer letter approved by central
administration and the Office of Afiirmative Action

Search not required. Position is less than 50% time, or for less than one year, or a waiver of the
search process was approved by the Office of Affirmative Action.

o

o

"Requisition Numher

—

"Employee Class

Employee - Employee - .
o Spouse o Child(ren) © Famiy
Select the value that best describes the employee's current family status. Though the new employee is not
required to select a benefits or insurance plan at this time, the Benefits office will use this information to
provide the correct materials to the new employee at orientation.

 Employee

"P&S Status P&S End Date

ICareer 'I Imm,’dd,.’yyyy

"Percent Time

IXXX.X’X %

MEK/COMPENSATION INFORMATION:

Total Compensation: IU (divided into 12 MOMNTHLY payments)
Mumber of MFK Lines to display: [ )ik Refiesh to insert new MFKs) _Refresh |

The amountin MFK 1 is incomplete.

IACT #1 is invalid for this employee type.
MF k1 WAS REJECTED FOR THE FOLLOWING REASON: WHO DOES NOT EXIST
Delete

FAD ORG  DEFT SDEFT GRANTFPG ACT 0ACT  \OPACT Far CCTR Total Comp 3 |%of Total MAONTHE Y B [y

0oo oo joooo jooooo  j0o0oooao  jodoo |ooo jooooo oo joooo o 0 0 I




Education Information
Al credentials (degrees, certifications, licenses) related to this hire or the setting of salary must be verified. Contact Judie
Hermsen with questions regarding degrees and licenses.

Because this employee is new to the University, the following education information is required to ensure prompt processing of
this appointment.

# Degree Institution Year :2::2;;220“ gi:::;;:ﬂ;"
1 ISeIel:t One... =] I I r Il
2 [Select One.. =l | | r
3 ISeIel:t One... | I I r Il
# License Type Lic# State  Expr. Date  Req'd? Verified?
1 |Select One... =l 1o =] Immiddpy T T
2 | Select One... =l [l =] Immiddhsny T r
3 | Select One... =l f1a =] Immiddhsy T r

Attachment Information:

Offer Letter r

Remarks

Continue / Save
[l Refresh this form, checking data for errors and validating MFKs
" Save this form as a draft copy, regardless of errors, for later retrieval.

" Finalize this form , forward preliminary to HR and enter into the workflow queue.

Commy
After you have completed the information on the form, you have three choices to proceed:

e Refresh this form — checking for errors.
e  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.



B You are here: Workflow = Initiate Workflow Process

Initiate Workflow Process
You are entering a Appt - P & 5 Regular into the Ul'Warkflow System.

Please choose a workilow group frorm the following list.
Ifyou don't see the group you wish to use, please click here to choose a different
department for routing.

ORG I DEPT SUBLEVEL
@ YPFO-Human Resources

¢ YPFO-Human Resources Admin_Svecs

¢ VPFO-Human Resources test

Continue |

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.

Workflow Routing Bl workflow Attachments

(Aftachment Help)

This transaction was entered into Workflow on 04/03/2007 In order to have access to attach
The Waorkflow Inbox displays this basic information: 1016716 | VILLHAUER, MARY | 00000747 | 04- documents, please attach your

0314 documents before forwarding
Wiew the entire projected Workflow path for this form. the form.

i . Use the following link to attach
B Workflow Options for: Appt - P & S Regular (Transaction 1012150} documents ta this transaction:
You are viewing all options for this form. Attach Dacuments

To view Approval options only, click here. To view "Do Mot Approve” options anly, click here.
HH H " B HR H ¥ - The following are suggested

You are responsible for routing this form 1o its next step, using this application. attachments:

Flease choose from the following options: = Resume
» Correspondence
& Sendtothe next approval level as listed here: « Offer Letter )
Employee ID Approval Level Approval Type = Letters of Recommendation
1014285 SCHROPP,DANIEL L SUBLEVEL May Approve * Offer Letter/Drafl
1019548 HEIN TERRI M SUBLEVEL hay Approve
1023600 SAUMNDERS RICHARD G SUBLEYEL May Approve

 Send to the next approval level plus someone from my alternates list.
(specify on next page)
' Sendto an alternate for intermediate approval.
(specify on next page)
@ “oid this form, remaoving it completely fram workflow.
You will be asked for further confirmation.
Continue

Selecting “View the Entire projected Workflow path for this form” will display the projected approvers.
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B Projected Routing for: Appt - P & § Regular (Transaction 1012120)
Following is the projected Workflow routing for this form. This information is subject to change ifthe established Workflow Path changes for this form or 2 listed approver uses ad-
hoc routing {alternatesisupervisor-list selection).
Future actions are listed as "Future”. Pending actions are listed in green as "Pending”.
ame Group Approval Type Action Date Email
ILLHAUER MARY | INITIATOR Reguired Yes () 04i03r2007 E|
SCHROPP DAMIEL L SUBLEVEL Permitted Future E
HEIMN TERRI M SUBLEVEL Fermitted Future E
SALUMDERS, RICHARD G SUBLEVEL Fermitted Future E
BUCKLEY SUSAMN C DEFT Required Future E
HEIMN, TERRI M DEFT Edit Future E
LEE, SUSAMN K DEPT Edit Future E
RICKLEFS . JAMICE E ORG Reguired Future E
CARDEMAS CRISTINA Equal Op & Div Permitted Future E
STEVEMNSOMN EARL TIFFIMNI AMM Equal Op & Div Fermitted Future E
SIS WANDA K Equal Op & Div Permitted Future E
ATERHOUSE,JAMETTE CHERI Equal Op & Div FPermitted Future E
MODESTOU JENMNIFER ANMN Equal Op & Div Permitted Future E
RUCKDASCHEL DOUGLAS CHRISTIAN Egqual Op & Div Permitted Future E
GARCIACONSUELD MARIE Comp and Class Permitted Future E
Close Window |

If you select the “Void” option, the following is displayed and you need to select the most appropriate reason and then confirm the
void.

Void a Workflow Form

You have chosen to void this form.

This action is permanent and unreversible and will render this form invalid. This form will he marked as "¥OID" and will be removed from
warkdlow,
Mo further action of any sort will be available far this form.

Please select a reason faor this void: | Mone Selected

Once you have selected a reason, pl Dplcae Transaction Fonfirm or click here to cancel.
Incarrect Form

Transaction Cancelled onfirm I

Transaction Denied

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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Select Alternates for Workflow Routing

B Select alternate approvers for: Appt - P & § Regular (Transaction 1012190)

This transaction was entered into Workflow on 0470372007

The Workflow Inbox displays this basic information: 1016716 | VILLHALIER, MARY | 00000797 | 058-03145

Wiew the entire projected Workflow path for this form.

You have selected to route this form to individuals outside the workflow path. Please select the specific Individuals to
whomn Vou wish fo route this form By clicking thelr boxes o the Jeft of thelr narmes.

Add New Warkflow Alternate |

HAME EMAIL TYPE OF APPROVAL REQUESTED
" AHRENS,LORIL E " View © Permitted ¥ Required
" ARNOLD LESLIE DAVIDSEN E " View © Permitted ¥ Required
™ BARKALOW JUDY KK E  view  Permitted % Required
[T BARTLETT,SHAMMOM M E  view  Permitted % Required
" BEERE,RITAJEAM E  view  Permitted % Required
[ BELOW PAUL CHARLES ’ﬁ  view € Permitted ™ Reguired

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:

H You are here: Workflow » Inbox = ApprovalRouting » Select Alternates » Search for Alternate

"Alternates" for Ad Hoc Approval

Please select the Employee to add to your Ad Hoc Approval List
Employee I[.'I:l—
Last Name:|
First Name:|

Resetl Continue |

Once you have completed your search for your alternate, the name will be displayed. Click on the Process Request prompt to finalize
the request.

E You are here: Workflow » Inbox » ApprovalRouting =+ Select Alternates :» Search for Atternate » Add Alternate

"Alternates" for Ad Hoc Approval

You are selecting 1016566 / QUINLAN,RACHEL A to your Ad Hoc Autharization List:

Click to stare this employee on your ad hoc list:

Process 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.

E You are here: Workflow » Inbox » ApprovalRouting » Select Alternates for Workflow Routing

Select Alternates for Workflow Routing

QUINE AN RACHEL Awas added to your alternates list and has automaticalty been selected as a required
alternate on this page.

B Select alternate approvers for: Appt - P & § Regular (Transaction )

This transaction was entered into Worlkflow on 04/03/2007

The Workflow Inbox displays this basic infarmation: 1016716 | VILLHAUER, MARY | 000007497 | 05-0315

Yiew the entire projected Workflow path for this form.

You have selected to route this form to individuals outside the workflow path. Please select the specific Individuals fo
whorn ol wish fo route this form By clicking thelr baxes o the Jeft of thelr names.

add MNew Workflow Alternate |

[T POTTORFF MARGERY J E  view © Permitted * Required
¥ QUINLAN RACHEL A E  view © Permitted & Required
" REEVE,DIANME L ’E  view  Permitted ' Required
|
Continue |

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

E You are here: Workflow » Inbox = Finish Workflow Routing

Finish Workflow Routing

You have approved this farm; it will proceed through the workflow system.

To return to the HR Transaction System, please click here.
To wiew the form yvou have created or print associated paperwork, please click here.

Departments must complete the 1-9 form electronically using 1-9 Express. The 1-9 must be completed within the first three days of

paid employment. Please refer to the Faculty and Staff Immigration Services website for more information.
through the External Links tab On Self Service.

EXTERNAL LINKS

External Links
HR Eforms
1-9 Express
LibraryTC Printing
Performance Management
Ul Foundation Payroll Withholding Request
Univer sity Benefits
University News Services

Univer sity Payroll
The Work Number

-13-
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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.

PERSONAL

General Payroll ;L"\J,- CUSTOMIZING
Annual Total Compensation Statement Set UpiChange Direct Deposit
Appointiment & Salary History View Paycheck History Contact Us
Change HawkID Password Set Up/iChange Tax Withholdin 4 Self Service Suggestions
Change HealthCarelD Password View Year-End Tax Information
Demaographics Charitable Giving
Emergency Contacts Savings Bonds Enrolliment
Job Information Form (JIF} Information Release Form
Job Information Form Pilot Charging and Payroll Deduction

My Classification
My Faculty Catalog Information
Merit Salary Projection
My ePersonnel File
HR Rep /Workflow Admin / Dept Admin

Time Reporting
Employee Time Records
Absence Request
Vacation/Sick L eave Report

Review Higher Education Degrees
Review Licenses/Certifications

Stop Paper Mailings Benefits
University Bill Benefits Enrollment
My Staff Council Category Current Benefits

Benefit Change Request

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.

©The University of lowa. All rights reserved.
Last updated 3/4/2011
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