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TERMINATE EMPLOYMENT INITIATOR

WHO CAN ACCESS THE REQUEST EMPLOYMENT/CHANGES DOCUMENT

Each workflow document requires a minimum of two participants: an Initiator and an Approver.

Systems Control will be included as an approver for these transactions. They will be the final approval on these
transactions prior to the data entering the system.

Initiating or creating a document requires:
¢ Position Cross-Reference access

Documents require between one and four approvers:
e HR Department Approver
o College Reviewer
o College/Division Funding Approver
e College Flex Approver
e Systems Control Approver

College/Divisions determine the number of approval steps required.
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NAVIGATING THE MANAGER SELF SERVICE MENU

HOW TO NAVIGATE TO THE CREATE/MODIFY DOCUMENT

The Create/Modify Document is located in UAccess Employee - www.uaccess.arizona.edu

To access the document:
1. Click on the Manager Self Service menu item
2. Click on MSS Online Forms
3. Click on Employment and Job
4. Click on Request Employment/Job Changes
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The “Request Employment/Job Changes” page provides multiple field search options for accessing the employee
for the Terminate Employment Request.

1.

2.
3.
4,

Enter the Employee ID or other search criteria in the appropriate box in the search template.
Select the transaction type Termination or Retirement

Click on the Search button.
Select an Employee from the Search Results to start requesting changes.
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INITIATING REQUESTS

The “Request Employment /Job Changes” page allows the user to :

e Terminate an Employee
o Multiple options are displayed depending on the employee.
= End All University Employment - selecting this option will end employment at the
University and end ALL jobs.
» End Job - selecting this option will end one or more jobs.

¢ Retire an Employee

HOW TO TERMINATE - END ALL UNIVERSITY EMPLOYMENT

Click on the “End All University Employment” radio button to end all jobs at the university.

Note: This action moves the transaction to the next page—“Job/s Selected for Termination”.

g Online Termination

EmpliD: 01234587 Flower, Roze

SElect one of the Tollowing achons:
() End All University Employment

Selecting this option will end employement at the Univerzity and end ALL jobs.
C End Job

Selecting this option will end one or more jobs.

Ifthe employee is terminating from their current job due to a transfer, please do not proceed with
online termination process. Submit a PAF/Hiring Form to Systems Contral for employees transferring
from one department to another.

Return to Search Continue ===

Jobs are displayed in “Read Only” format for review. Click on the Continue button to move to the Online
Termination Form

g Job/s Selected for Termination

EmplID: 01234557  Flower, Rose

Customize | Find | i First [4] 1-4ofd [ Last
Empl - . L
Red# Position Number  Alternate Title Department Description
1 0 1862858 Student Group A 8102 Admissions/MNew Student Enrol
2 11859529 Student Group A 8102 Admissions/MNew Student Enrol
3 2 1862475 Student Group A 8801 Residence Life
4 31998433 Student Group B 2801 Residence Life

Ifthe employee is terminating from their current jol due to a transfer, please do not proceed with
online termination process. Submit a PAF/Hiring Form to Systems Control for employees transferring
from one department to another.

Return to Search

MSS Terminate Employment Request- Mosaic Project — HR Page 6 of 30
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1. LAST DAY AT WORK

The “Last Day at Work” field on the “Online Termination Form” page will default to blank for most employee
types. It can be changed to reflect a past date within the current fiscal year and can be created for future date
up to 90 days. Please see examples below.

e Last Day at Work is blank
o Once populated the system automatically defaults the Effective date to the next business day.

ﬂ Online Termination Form

— Transaction:
*Last Day at Work: [ _;@ *Effective Dt: Status: Not Submitted

~-uilsas_it_l£%\"‘h%\m1862858 ‘__‘it‘uden \A‘“” ' '-m\ *J‘”"‘“‘w .

¢ 9 Pay 12 Employees
o Last Day worked will automatically populate to the end of the current semester. The effective
date will also populate based on tables within the system. Users will have the option to override
these dates.

a Online Termination Form

, - Transaction:
*Last Day at Work: | 05/22/2011 l[i‘J *Effective Dt: 06/30/2011 Status: Not Submitted

¢ Employees on Leave or Short Work Break
o The Last Day worked will automatically populate with the value already in the system for the
employee. Users will have the option to override these dates.

a Online Termination Form

(] Allow Date Override Transaction:

*Last Day at Work: 08/22/2010 *Effective Dt: 08/23/2010 Status: Mot Submitted

RONEON: g ngantructongll gl e i atsmctnstone sttt
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2. REASON CODE

The Reason code determines the reason for terminating the employee. Users will see both involuntary and
voluntary reason codes in the drop down list. Emails will be generated to both Human Resources and Payroll
based on these reasons.

e Select the Reason for Termination

ﬂ Online Termination Form
Transaction:
*Last Day at Work: [02/19/2011 |} *Effective Dt 02/20/2011 status: Mot Submitted
Position: 1851088 Associate Professor
HR Deptid: 3206 Sch of Info Res/Library Sci
EmplID: 01234567 Flower, Rose
FTE: 1.000 Termination Check List
*Reason Code: Discharge/Dismissal “
", > W’( P - I — r.M_J . '.__\ . 'll*——ﬂ\ r—-—--u\

Termination Reason Definitions:

e Contract Non Renewal Faculty/Apointed Personnel Only - Contract is not renewed

e Deceased Employee has passed away

e Discharge/Dismissal Employee is discharged for job performance problems.

e Discharge/Dismissal -Attendance Employee is discharged for documented poor attendance.

e Discharge/Dismissal - Background Employee is discharged for not passing background check.

e Discharge/Dismissal - Evrfy/I-9 Employee is discharged for E-Verify or I-9 issues.

e Discharge/Dismissal - Misconduct Employee is discharge for misconduct.

e Employment Ended Temporary, seasonal or on-call job or assignment ends.

e Layoff with Recall Rights (Classified Staff) Employee has “meets” or above on most
recent performance review at time.

¢ Layoff without Recall Rights (Classified Staff) Employee has below “meets” on most recent
performance review at time.

e Probationary Employee is separated during initial or transfer/promotion
probationary period.

e Pursue Additional Education Employee indicates that he/she is resigned speciically for
educational purposes.

e Voluntary Resignation Employee is leaving for outside employment, personal

reasons, relocation, or is unable to return from personal or
medical leave of absence, visa expiration.

Voluntary Termination Reasons Involuntary Termination Reasons
(Attach resignation letter or other supporting (Does not require employee signature)
documentation) Involuntary Discharge

Voluntary Resignation Contract Non Renewal Discharge/Dismissal

Pursue Additional Education Probationary Discharge/Dismissal —Attendance

Retirement (see pagel5) Layoff with Recall Rights (requires attachment) | Discharge/Dismissal — Background

Deceased Layoff without Recall Rights Discharge/Dismissal — Evrfy/I-9
Employment Ended Discharge/Dismissal — Misconduct
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3. DISABLE SECURITY DATE

The “Disable Security Date” field gives the user the option to add an effective date to disable security. The
Security Team will receive reports for employees that are Ending All Employment. They will disable security
roles based on this effective date. If the effective date is not populated they will remove security based on the
effective date of the termination.

FTE: 0.700 Termination Check List
*Reason Code: | Discharge/Dismissal L%
Disable Security Access Date: I:IE‘J View Security

Selected Jobs Find First | 1—4uf4|£| Last

Note: Please continue to follow normal procedures for removing access for an employee as this date will only be
used for employees ending all employment. Removing security may be time sensitive so following your normal
business practice is still required.

5. VACATION ADJUSTMENT

The Leave Balances as of most recent accrual displays the employees current vacation balance. If the employee
has a balance available and meets paygroup criteria the user can enter a vacation adjustment. The system
requires an adjustment explanation for all vacation adjustments. Payroll will be receiving a report adjustments
entered and will be submitting payment requests if needed.

Employee has a vacation balance:
1. Select the type of adjustment
a. Add
b. Subtract
2. Enter the amount to be adjusted.

Vacation Balance: 97.25 Comp Time Balance: 0.00

Vacation Adjustment: s - 0.00

Adjustment Explanation (required if adjustment is entered)

|
- u" '1*‘%#“-"“’\"-".“"1 . r“.\\r\‘lﬂ_’x \‘rrb-___w

Employee does not have a vacation balance and or may not be eligible for vacation adjustment:

Vacation Balance: 0.00 Comp Time Balance: 0.00
BB s L o e N

Note: Please add comments to the request if you know the vacation payout will be used for a different account than
currently used for distribution.

MSS Terminate Employment Request- Mosaic Project — HR Page 9 of 30
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6. FORWARDING ADDRESS/ FORWARDING EMAIL

The forwarding address area is available if the employee has given you an address or email to forward all
future notifications. These are optional fields and is not required.

@ |fforwarding address is a foreign address, please provide in the comment section.

Street: | |

city: | | state:] | 7| |

7. GRAD TERM REASON

For Grads, the system will automatically default the expected end date in the Last Day at Work field. If this date
is changed then a reason is required for the Graduate College.

Please select a reason in the drop down list.

ﬂ Online Termination Form If user changes date, grad term reason is required.
——1
Transaction:
*Last Day at Work: |06/06/2011 | | *Effective Dt: 08/07/2011 Status: Mot Submitted
Position: 1815383 Graduate Associate
HR Deptid: 3502 Speechi/Language and Hearing
EmplID: 01234567 Flower, Rose
FTE: 0.525 Termination Check List
*Reason Code; 4
Grad Term Reason: o

8. TERMINATION CHECK LIST

The Termination Checklist is a printable PDF that Human Resources has created for depts/colleges. This
checklist will ensure that all of the services are discontinued and university property is returned to the
appropriate department authority.

FTE: 0.525 I Termination Check List I

*Reason Code: s
Grad Term Reason:
N

v
e T s Y T Sy i i e WP
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9. EMAIL HISTORY

Upon submission, an email may be sent to Human Resources and Payroll personnel based on the reason code
selected. Please expand the email history section to display this information.

———— g wm TMTERW T 1 WAL mewL W W w WY TR

¥ Email History First " 1.2 o2 X! Last
’ DateTime
Subject SentTo Stamp UseriD
X abbiem@emall. arizona.edu; furashg@email.arizona.edu; 02/15/2011 ‘

7 P P

2 o Pyt (Eapoll) pstmpusr@email arizona.edu 9:20PM SMMCHOE

abbiem@email arizona.edu; 02/1572011
Al

|Discharge Notice (HR) o armap@email.arizona.edu GZiPM  CAMACHOE|

10. ATTACHMENTS

Initiators and Approvers may upload and remove attachments to a request. Due to the sensitive nature of
documents added for Employment/Job Changes, these attachments can only be viewed by anyone who has
access as an approver for the specific transaction.

To Add an Attachment:
1. Click the “Add Attachment” link.
2. Click the “Browse” button an navigate to your saved document for uploading. Select the document.
3. Once the document path has loaded, click “Upload”.
4. The document will display with the description and document extension type.

To View an Attachment:
1. Click the link in the “View Attachment” column for the document you wish to view.

2. The document will open up in a separate window.

To Delete an Attachment:
1. Select the radio button next to the attachment you want to remove.
2. Click the “Delete Attachment” link.
3. A confirmation message will say “Attachment Deleted Successfully.

Attachments Customize | Find | View All | 2 First [*] 13 or 2 (¥ Last
View Attachment Description Attached File
O |view Atachment AWEpr pdf \AWEpr.pdf |

) \Word blank template Mosaicdocx  |\Word_blank_template_Mosaic.doc |‘.“.f0rd_blank_1emplate_|

) |rolesbd roles b |rn|es.txt |

+
Add attachment (=] Delete Attachment  Attachment Deleted Successfully.

MSS Terminate Employment Request- Mosaic Project — HR Page 11 of 30
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11. SUBMITTING TERMINATION REQUEST FOR APPROVAL

To submit the Termination request for approval.
1. Click on the “Submit” button

Request Comments (2000 char)

Created By: Last Updated By:
Submit Date: Last Update:

Submit Cancel

Note: The request can be cancelled by clicking on the “Cancel” button.

MSS Terminate Employment Request- Mosaic Project — HR Page 12 of 30
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HOW TO TERMINATE - END JOB(S)

Click on the “End Job” radio button to end one or more jobs at the University.

Note: This action moves the transaction to the next page—"“Job/s Selected for Termination”.

ﬂ Online Termination

EmpliD: 01234587 Flower, Rose

Select one of the following actions:
C End All University Employment

Selecting this option will end employement at the University and end ALL jobs.
(O End Job

Selecﬁng thiz ugtiun Wwill end one or mare jobs.

Ifthe employee is terminating from their current job due to a transfer, please do not proceed with
online termination process. Submit a PAF/MHiring Form to Systems Control for employees transferring
from one department to another.

Return to Search Continue ===

Jobs are displayed for selection. Select the job(s) you wish to terminate for the employee. Click on the Continue
button to move to the Online Termination Form

ﬂ Select Job/s for Termination

EmpliD: 01234587  Flewer, Rose

Custornize |Find | 88  First [ 14 0ra [ Last
Empl - -
Rod# Position Number  Alternate Title Department Description
10 0 1862858 Student Group A 8102 Admissions/MNew Student Enrol
2 0 11858528 Student Group A 8102 Admissions/MNew Student Enrol
3O 2 1862475 Student Group A 8801 Residence Life
4 [ 21998433 Student Group B 801 Residence Life

Ifthe employee is terminating from their current job due to a transfer, please do not proceed with
online termination process. Submit a PAFHiring Form to Systems Control for employees transferring
from one departmentto another.

Return to Search Continug ===

Note: Please refer back to Section “How to Terminate — End All University Employment” for details on the fields to
populate on the request form.

MSS Terminate Employment Request- Mosaic Project — HR Page 13 of 30
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1. DISCHARGE CHECK BOX FOR END JOB(S)

When ending job(s) the only Reason that is available is END JOB. This is how the system is designed for jobs
that are ending. However, users must indicate whether or not the job is ending due to a discharge reason by
selecting the “Discharge” checkbox.

Reason Code: End-Jobh I I Discharge?

,\\Dﬁ,""‘"ﬂ R L DU ’* Tl apieadalints. 0. ™ pr '..__._M‘-“m J

Note: Human Resources will be notified by email for all jobs that end and indicate the discharge checkbox.

2. ATTACHMENTS

Initiators and Approvers may upload and remove attachments to a request. Due to the sensitive nature of
documents added for Employment/Job Changes, these attachments can only be viewed by anyone who has
access as an approver for the specific transaction.

To Add an Attachment:
5. Click the “Add Attachment” link.
6. Click the “Browse” button an navigate to your saved document for uploading. Select the document.
7. Once the document path has loaded, click “Upload”.
8. The document will display with the description and document extension type.

To View an Attachment:
3. Click the link in the “View Attachment” column for the document you wish to view.
4. The document will open up in a separate window.

To Delete an Attachment:
4. Select the radio button next to the attachment you want to remove.
5. Click the “Delete Attachment” link.
6. A confirmation message will say “Attachment Deleted Successfully.

Attachments Customize | Find | View Al | B First (1 13 072 [ Last
View Attachment Description Attached File
O |view Atachment AWEpr pdf \AWEpr.pdf |

) \Word blank template Mosaicdocx  |\Word_blank_template_Mosaic.doc |‘.“.f0rd_blank_1emplate_|

O |roles bd roles.ted |rn|es.txt |

+
&£dd Attachment =] Delete atachment Attachment Deleted Successfully.

MSS Terminate Employment Request- Mosaic Project — HR Page 14 of 30
Quick Reference Guide



Mosaic — Human Capital Management
Manager Self Service

3. SUBMITTING TERMINATION REQUEST FOR APPROVAL

To submit the Terminate Employment request for approval.
1. Click on the “Submit” button

Request Comments (2000 char)

Created By: Last Updated By:
Submit Date: Last Update:

Submit Cancel

Note: The request can be cancelled by clicking on the “Cancel” button.

MSS Terminate Employment Request- Mosaic Project — HR Page 15 of 30
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HOW TO RETIRE AN EMPLOYEE

Enter search criteria to find the employee you wish to retire. Select the transaction type of Retirement from the
initial search page.

Note: This action moves the transaction to the next page—“Online Termination Form”.

¢ Ifan employee has more than one job, all jobs will be listed in the “Selected Jobs” section on the online
termination form. When an employee retires they retire from ALL jobs at the University.

e Users will only have the option of “Official UA Retirement Status” as the reason for retirement. To
obtain Official UA Retirement Status certain criteria must be met. Systems Control reviews and
determines if the criteria has been met.

Flew Window [ Help | Cust

a Online Termination Form

Transaction:
*Last Day at Work: I:IEJ *Effective Dt: Status:
/rUsers anly have the

option of "Official LA

Position: 1234567 Office Assistant, Senior Retirement Status™ as
HR Deptid: 9304 Pit Bull Vet Sciences the reason.

EmpllD: 00123456 Cm’riganl B”l‘j’

FTE: 1.250 Termination Sheck List
*Reason Code:

) ) Official UA Retirement Status ) .
Disable Security Access Uare, = View Security

Both jobs automatically
: —
Selected Jobs First [4 display and will route for

approvals by each dept.

Empl Rod Hbr; 0 FTE: 1.000

Position: 1234567 Office Assistant, Senior

Comprate $29504.00 Annualized Salary

Empl Rod Hbr; 1 FTE: 0.250

Position: 2345678 Parking Event Monitor, Sr

Comprate $9.75 Haourly

Vacation Balance: 26.99 Comp Time Balance: 7.37

) jggﬁonndjustwl;_.lf.i‘iu.-ggl NI SN S W

Note: Please refer back to Section “How to Terminate - End All University Employment” for details on the fields to
populate on the request form.
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2. ATTACHMENTS

Initiators and Approvers may upload and remove attachments to a request. Due to the sensitive nature of
documents added for Employment/Job Changes, these attachments can only be viewed by anyone who has
access as an approver for the specific transaction.

To Add an Attachment:
9. Click the “Add Attachment” link.
10. Click the “Browse” button an navigate to your saved document for uploading. Select the document.
11. Once the document path has loaded, click “Upload”.
12. The document will display with the description and document extension type.

To View an Attachment:
5. Click the link in the “View Attachment” column for the document you wish to view.
6. The document will open up in a separate window.

To Delete an Attachment:
7. Select the radio button next to the attachment you want to remove.
8. Click the “Delete Attachment” link.
9. A confirmation message will say “Attachment Deleted Successfully.

Attachments Customize | Find | View Al | B8 First (1] 12 072 [ Last
View Attachment Description Attached File
O |view Atachment AWEpr pdf \AWEpr.pdf |

) \Word blank template Mosaicdocx  |\Word_blank_template_Mosaic.doc |‘.“.f0rd_blank_1emplate_|

) |rolesbd roles b |rn|es.txt |

+
Add attachment (=] Delete Attachment  Attachment Deleted Successfully.

3. SUBMITTING RETIREMENT REQUEST FOR APPROVAL

To submit the Retirement request for approval.
2. Click on the “Submit” button

Request Comments (2000 char)

Created By: Last Updated By:
Submit Date: Last Update:

Submit Cancel

Note: The request can be cancelled by clicking on the “Cancel” button.

MSS Terminate Employment Request- Mosaic Project — HR Page 17 of 30
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APPROVING/DENYING REQUESTS

HOW TO APPROVE TERMINATE EMPLOYMENT REQUESTS

Terminate Employment requests pending approval can either be accessed through the “pagelet” or the “Manage
Termination/Retirement” page. The option to approve a request will only appear if the user has both the
appropriate approval role and is the next step in the approval chain.

1. APPROVING THE TERMINATE EMPLOYMENT REQUEST

To approve a terminate employment request
#+ Click on the “Approve” button

a Online Termination Form

Transactlon: o782

“Last Dy at VWork: 02082011 “Effsctive Dt 02092011 Status: Pending
Position: 5550022 Lecturer

HR Deptid: m23 wutriional Soiences NS

EmpiiD: HIzseT Flower, Ross

FTE: 067 Termination Sheck List
Raas0n Cods: Wiolurtary Resignation

Dilszbie Sacurity decass Daba: Wew Sspurly

Empl Red Nbr: 2 FTE: 0100

Position: 1843909 OMSE

Comprats 52401 Hourty

Empl Red Nbr: 3 FTE: Q070

Position: 1846297 Speciziist

comprats $55417.00 Arruziized Salary

Empl Red Nbr: [ FTE: 03500

Position: 1834623 Lecturer

Comprats $50000.00 Salaried 9 Morm

vacation Balancs: 23955 Comp Tims Balancs: 000
@ |f forwarding address is a forsign sddress, it will appear in the transaction comments,

Strest: 1233z m

Ciy: Tucson Statar AZ Zlp: 35730

Emaill Addrass:

Visw Attachmsnt Daseription Attsched Fll

Y vep— —

= Dekte ARachment

*1 Add Azseoment

Reguast Comments [2000 char)

Created BY:  ASSIEM Last Upgate By: ASSIEM
Submitt Date: 20072011 11:484M Last Updats: 02082011 11:4516.0000004M
¥ Emall History
Ao Dey ExR
MSS Terminate Employment Request- Mosaic Project — HR Page 18 of 30
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2.

CONFIRMING APPROVED REQUEST

Once the terminate employment request is approved, a confirmation page displays the information from the
previous page in view only mode. The “green box” in the process monitor (the rectangular boxes on the bottom
of the page) shows that the first approval step has been satisfied.

1. Click on the “Exit” button to return to the search menu

3

Crealed By
Submut Date: 0200811 10:22AM

Attachments

SHARMAP Last Updated By

Last Update

Stz 1 Eing |

AWEDr patt

ank templale Mosac doox

Word_blank_template_losalc doc

[alas ot

roles.ta

A2Q Atacoment = Qelele ARChmen!  Apachment Delated Suc

DEER
0215111 2394700000000

ANEpr pat
Word_blank_tempeate _

roles b

cessfully

Terminate Job

Ext

~ Transaction 249751:FPending

Inthistor s mot Col Approver

Muyltges DIOvers

0% A0
"M Coliege Reviewesr

D‘_ » uhl '-\“li- ApQrovers
== PM Calege Azprover

ol A

OVReS
Syatems Coetrol Agprover

3] | 2

2. ADDING AD HOC APPROVERS AND REVIEWERS

Ad hoc approvers and reviewers can be added by HR Department, College Reviewers and College Approvers at
any step following an approval step in the chain. For example, the HR Department can add an ad hoc approver
or reviewer after the College Reviewer or College Approver steps. Note: the Ad hoc “Approver” will stop the

routing flow until the user takes action—the Ad hoc “Reviewer” notifies the user of the transaction and does not
require approval.

To add an ad hoc approver or reviewer:
1. Click on the + sign to the right of the approval step the ad hoc reviewer will follow.
o Do NOT add an AHDOC APPROVER after the Systems Control Step. Systems Control is the final step in

the workflow and will deny requests that include an adhoc APPROVER after their step. **Users may
however add adhoc REVIEWER's after systems control step if needed.

Terminate Job

= Transaction 249751:Pending

Mot Routed

& Multiple Approwvers
PM Caollege Reviewsr

@ Multiple Approvers
PI HR DENERmEnt ADpTouEr

Initiztor Is not Col Approver

LN

Mot Routed

=) Multiple Approwvers
P Coliege Approver

Not Routed

=) Multiple Approwers
P Sy5tEms Control Approver

a.

MSS Terminate Employment Request-

This will activate the “Insert additional approver or reviewer” window.
Type in the user id for the ad hoc approver or reviewer

Mosaic Project —

Quick Reference Guide

Do NOT add
APPROVERS
after Systems
Control Step
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a. See Approver/Reviewer Search below if the user id is unknown

b. Click on either the “Approver” or the “Reviewer” radio button
c. Click on the “Insert” button

Note: the User
ID must be
typed in Caps

Insert additional approver or reviewer

User 1D: lEv.»:".'l Il'z.
Insent 85! 5 Approver 7
7 Reviewer

3. Approver Reviewer Search
The spy glass in the “Insert additional approver or review” window will activate the “Approver/Reviewer
Search” option (see previous section)
1. Type the user’s name or user ID
2. Click on the “Search” button
A list of users meeting the search criteria will appear
3. Select the ad hoc approver or reviewer by clicking on the individual’s name or user id.

The “Insert additional approver or reviewer” window will reappear
4. Click on either the “Approver” or the “Reviewer” radio button
5. Click on the “Insert” button

Approver/Reviewer Search

Name: sabed Snow

User ID:

Search Results
- >
s5a0e Not Found - User 1D Noame

SNOWI Isabel Snow

MSS Terminate Employment Request- Mosaic Project — HR Page 20 of 30
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HOW TO DENY TERMINATE EMPLOYMENT REQUESTS

The option to deny a request appears if the user has both the appropriate approval role and is the next step in the
approval chain.

To deny a request
1. Type the reason for denial in the comments section

2. Click on the “Deny” button

T = = =T

Request Comments (2000 char)

Type in your reason for denial here....

et R ==y Ty ey

Submit Datz: 020811 10-228M Last Updsts: 02081 10:22:36 0000M0AM
Attachments Customize | Find | View All | H
View Attachment Description Attached File
*| Agd Attschment = Delete Attschment
Approve Deny Exit

Terminate Job

=~ Transaction 249751:FPending
Initiztor s not Col Approver

Pending Not Routed Not Routed
Multiple Approvers + Mutltiple Approvers + Mutltiple Approvers Multiple Approvers +
© Fh] R Depanment Approver & E'M College Reviwer | F'M College Approver e FM Systems Conrol Approver

2. TERMINATE EMPLOYMENT DENY CONFIRMATION

Once the terminate employment transaction is denied, a confirmation page displays the information from the
previous page in view only mode. The process monitor shows that the position funding change has been denied.
Additionally, an email is sent to the initiator notifying him/her of the denied request.

1. Click on the “Exit” button to return to the search menu

Terminate Job

~ Transaction 249706:Oenled I esties Commerts
itiator s not Col Apgrover

LI § MU AQ01UeRIS -y B Longen — M0 G0 0eeds
PN =R Degarivent Aporever TR Cotege Rewerwer QW Codege Spprover x Y Systera Corel Apgroeet
2157041 . 255 ™
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HOW TO WITHDRAW- TERMINATE EMPLOYMENT REQUESTS

Initiators have the ability to withdraw Terminate Employment requests by accessing the specific transaction in the
“Manage Termination/Retirement” page. Withdrawing the request essentially cancels the request from all
pending approvers. Initiators may withdraw a request up until final approval. These requests are stored for 30
days and may be cloned to create a new request.

How to withdraw a request:

1. Search for the request in the “Manage Position Create/Modify”.
2. Once transaction is selected and opened click the “Withdraw” button.

Created By: ESPIEG Last Updated By: ESPIEG
Submit Date: 02/09/2011 3:38PM Last Update: 02/09/2011 3:38:03.000000PM

* Email History
Withdraw Exit

e _,ixu._.._*,"""“‘xﬁ Y SSROW N W N o
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VIEWING PENDING REQUESTS

Pending approval requests are available for viewing in two formats:
e Pagelets

e Manage Position Create/Modify Requests

1. HOW APPROVERS KNOW DOCUMENTS ARE PENDING THEIR APPROVAL

The UAccess Employee main page automatically displays a “pagelet” summary listing the transactions pending
the individual approver’s action.

e The “pagelet” provides a “transaction” link directly to the transactions requiring the user’s approval.
¢ Each transaction type displays a total count of transactions available for approval.

e Selecting the “home” key on the first tab on the upper right side of any page will return the user to the
MSS Approval Summary Pagelet.

UAccess EMPLOYEE

Personalize Content | Layout

Menu B E3 [ MSS Approval Summary

Search: | Transaction Type |Count
J @ Paosition Distribution 1

I My Favorites |Position Management 2

I> UA Customizations , — !

> Self Service |Terminations |1

[> Manager Self Service Remember

to Refresh!

[> Time and Labor

[> Set Up HRMS

> Worklist

> Reporting Tools

~ My Personalizations

Note: if a transaction type link is not available, this means no requests are available for approval at this
time.

e Once a user selects a transaction type from the MSS Approval Summary they are directed to the
individual transaction pagelet.

e Additional details for each transaction are made available to allow for selection of the transaction to
work next.

UAccess EMPLOYEE

Sign out
Ponding Posttion Distribulion
Beerch Poamon LA Tithe MCumDInt(s) HR DeptiD Effective Dato
2 Assint Director Jaka Swella o020 10-0&-2010
I Wy Faontny tant Reve Fon 09.20-2010
b UA Custorizations ar Ache Fomw 000 20.20
L Selt Sarice Stormy Waather 0020 10-04-2010
I Manajer Sett Sanice
(= Time and Labor
|1 Workist
MSS Terminate Employment Request- Mosaic Project — HR Page 23 of 30
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2. HOW INTIATORS KNOW WHEN DOCUMENTS ARE APPROVED, DENIED OR PENDING

The “Manage Termination/Retirement” allows users with the UAccess Employee Position Cross-Reference role
to view position management documents that are pending, approved, denied, saved or withdrawn.

The Search dialog box provides multiple options for accessing position management transactions.
1. Enter the HR Dept or other criteria listed in the Search dialog box
2. Click on the “Search” button
A list of values that meet the search criteria will be displayed
3. Click on any of the values listed to access specific transactions
1. The user’s role and current approval step will determine whether the record is view only or
available for change or approval.

Manage Termination/Retirement
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value

Transaction Numbenl = it | | |
Department: |begins with | s |D4Ue1-| |
Effective Date: | = v | | ||E|'J
EmpliD: |begins with v|| |
Last Hame: |begins with v|| |

|

First Name: begins with

Request Status: |= v| Pending i
Initiator NetiD: | begins with v | |
[Jcase Sensitive
Search Clear | Basic Search Save Search Criteria
MSS Terminate Employment Request- Mosaic Project — HR Page 24 of 30
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SCENARIOS - WORKFLOW PATHS

The following examples describe the workflow paths a user may encounter when initiating or approving a
document.

SELF APPROVAL

Initiator with HR Dept, College Reviewer or College approval role(s)
o The step for the specific approval role automatically self approves when the request is submitted.

Please see the example below:
HR Department Approver initiating a request

Terminate Job

=~ Transaction 249751:Pending

tritator s Tot CotAppToveT
Approved Pending Not Routed Not Routed
Bilty Corrigan 4T Multiple Approvers 2. Multiple Approvers Multiple Approvers
« PM HR Department Approver PM College Reviewsr _E_’ PM College Approver _m_’ @ PM Sy=stems Control Approver _E

252011 - 2:38 PN

AUTO APPROVAL

Approver listed on multiple steps in path(s)
e Multiple paths for the same approver are automatically approved on all steps.

Please see the example below:
College/Division approving a request in which they are listed in multiple paths/steps.

Before: After:
Position Funding Change Position Funding Change
Account 1112225 snding A nt 111222 ending
WG 1 el iege gy telor i ot colieyge epee

Self Apgroved Selt Approved
v Nyls Galagher o 2nihony Sl - v Nyia Gallagbar o Anibooy Kause | S
2 DepaTTect £graver Desartwant Funteg Aparove | "R Devanveal Aocrover Lepertrmart $uriwg Aocrurer
10142010 . 3 17 P | 18142040 - 1103 P 131142910 . 017 MM | ILIEET1S - 11-48 AM
Account 2222225 ending

ST 8 o Cdeye afa

Anihooy Xedls At Ketin | R Card

MNyip Galagher v w0y Redl 4 295 Garden Myla Galtagher  Anthemy Ke » Bese Cardon

V7 L Desatincrs Asemvei Degartewst Pundmg Assrover | D Conse Forava Ascrover B ¥ 1R Dapertmmet Agorsves Dednmmet # untesy 2g0rwrer } q Codmge Turdng Approve
10M 40040 . 1183 P 1140818 . 81TV | 1S14Z010 - 11 03 P 10422000 - 817 | 10ASFA10 - 11 40 AM

~ Account 123456 Fending Account 123456 Ponding
umision s nat colege aper Ftator 18 not college mper
Anthotry Kegia s Othorny Kedis f!
Nyla GaPanhar o SR N - as arden Peyin Gallagher Anthony Kedis v
¥ 2 Dwowmant Agprover Cagarmarm Furcng Asers el ) Cotne Praing Aporover VR Cop it Appsvess ¥ Detartrars Pundng Aopesver [ Cotege *urdng Apsrever
A4S - 41 53 P LAARGI . BT P 10583910 - 11.03 ATADS . $ 1T Y 112010 - 11 88 AM
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COLLEGE INITIATES A REQUEST

College initiates a request
The HR Department Approvers are notified of the change via email.
The request will automatically route to Systems Control upon submission.

Please see the example below:

= Account 111222:Pending

() viewHide Comments

Initiator is college approver

Self Approved

Nyla Gallagher
|College Approver

10/14/2010 - 11:03 PM

*

& Colege Funding Approver

6 Jack Sparrow

Reviewer

Reviewer
im Morrison
Reviewer

Reviewer
Brandon Boyd

Reviewer

I Comments

SKIPPED STEPS

The system skips steps if it does not find approvers
Steps are skipped if no one is assigned to an approval role
At least one “account” approver is required for the path

Please see the example below:

~Account 111222: Pending (D ViewHide Comments
Initiator is not college appr
Not Routed Not Routed
Multiple Approvers 1 No Appeovers Found ESPERANZA GALLAGHER [y Rose Garden
GMR Depariment Approver -E — =* College Reviewer th«w Approver QCobqe Funding Approver -E
' Comments
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NO APPROVERS FOUND

Transactions routed to an Error Step if no approvers assigned
e All steps are skipped if no approvers are assigned

e A Systems Control Approver will troubleshoot the transaction

Please see the example below:

=~ Transaction 249805:Pending (2 ViewHide Comments
Initiator is not Col Approver

o1 Mo Approvers Found ' o1 Mo Approvers Found '
= PN HR Department Approver =P College Reviewer

Pending
=1 Mo Approvers Found > Multiple Approvers

—* PM College Approver @ PM Systemsz Control Approver
> Comments

MSS Terminate Employment Request- Mosaic Project — HR Page 27 of 30
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ERROR/WARNING MESSAGES

The following examples describe the error or warning messages a user may encounter when initiating or
approving documents.

ANOTHER APPROVER HAS TAKEN ACTION

A single step may have multiple approvers
e More than one approver can simultaneously review a transaction; however, only ONE can take action.

The following error message indicates another approver has already completed the step.

Q "\‘o page at https://hr-stg.mosalc.anzona.... “

Page data is Inconsistent with database, (18,1)
Whaen trying to save your page data, the system
I found that the information currently in the database
did not match what was expected.

This problem can happen if another user has
changed the samae information while you were
making your changes. Note the changes you have
made, then cancel the page. Reload the page and
view any changes made by the other user. Ensure
your changes are compatible and retry, If
appropriate.

If the problem persists, it may be a result of an
application or other programming error and should
be reported to technical support staff.

| Possible application errors that can cause this

maessage include:

- changing page data from SavePostChange

PeopleCode, without making a corresponding
change to the database.

l - changing the database via SqiExec at varous
points, for data that is also In the component
buffers,
~ database auto-update fields maintained by
triggers didn’t get defined correctly in Record Field
definition or in Record Properties definition.

MISSING INFORMATION

A request cannot have missing required fields upon submission. If the user tries to submit a request with missing
information the following error message will display. The message will refer the user back to the field that is
missing information.

|m| Required Entry is Missing or Invalid

Cne of the data entry fields is invalid or blank. Correct to continue.

Correct the entry for the "ABOR Code”.

Continue ===

Message Ref: 20020, 18

MSS Terminate Employment Request- Mosaic Project — HR Page 28 of 30
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NO ATTACHMENTS HAVE BEEN ADDED

If a user clicks on the “view attachments” link but no attachments exist, the following error message will appear.

7
e The page at https://hr-cnv.mosaic.arizona.... !._.g__ah

An invalid parameter has been passed to the file
attachment function. (2,788)
FILE_ATTACH_WRKATTACHVIEW.FieldChange

Name:view_attachment PCPC:191 Statement:3 ¥
Called from:UA_ATTACH.Attach.OnExecute

Name:View Statement:102 n
Called

from:UA_ATCH_FUNCLIB.ATTACHVIEW.FieldFormul
a Name:attachview_fieldchange Statement:8 L
Called .
| from:UA_WJT_REQUEST.GBLUA_ATCH_DERIVED.AT | |
TACHVIEW.FieldChange Statement:1 An invalid —
parameter has been passed to one of the following .
" functions: AddAttachment(), ViewAttachment(), or
DeleteAttachment(). —
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CONTACT INFORMATION

If you are experiencing problems or just have questions about the Manager Self Service Terminate Employment,
please contact the Workflow Administrators.

WHO TO CALL????

E-mail is the best communication method for contacting the Workflow Administrators. Please include both
administrators when emailing. Their contact information is:

2. Esperanza Gallagher - espieg@email.arizona.edu
3. Abbie Montenegro - abbiem@email.arizona.edu

The Mosaic Project - Workforce Administration Team phone number is:

e 626-9917
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