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Accessing the Workflow System

Go to this link to access the Workflow system: https://workflow.ccri.edu/wfdora

Log in using your CCRI ID username and password.
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On the left-hand side of the screen, you'll see a sidebar menu that will expand when clicked on.
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Once open, select “User Profile.”
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Then, select “My Processes” to open up a new page.

= @ ellucian. 8, dknight

< Back to Main Menu

Worklist
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User Information Status Qrganization Workflow Activity Priority Created View Details

Show Reserved Items
Change Password 0-0of 0 First «Previous Next> Last Go To Page: v|Records Per Page:[so |

Choose “HR Adjunct Faculty Payroll Authorization” from the list of forms.

@ ellucian. Q, dknight

My Processes

My Processes

CCRI

Comp Time Payment Authorization

HR Adjunct Faculty Payroll Authorization <:I

HR Honorarium Payroll Authorization
HR Part-Time Payroll Authorization

HR Special Non-Hourly Payroll Authorization
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Start the workflow for the new part-time employee by entering a “Workflow Specifics Name.” Then
press “ » Start Workflow.”

@ ellucian. &, dknight

Start Workflow

Start Workflow

Organization: CCR I:> (® start Workflow & Attach File ) Reset X Cancel

Workflow Name:

HR Adjunct Faculty Payroll Authorization:26

orkflow Specifics Name:

Priority:

‘ Normal hd

Workflow Note:

The workflow will now appear in your Worklist on the home screen. Open the correct workflow by
clicking on the name (it will have “Ready” as it’s status).
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Worklist
Worklist Advanced Search ‘ Workflow Specifics Q ‘
Status Organization Workflow Activity Priority Created View Details
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@ ellucian. & dknight

Worklist Enter CCRI ID / SSN

Enter CCRI ID / SSN

Enter CCRI ID or Social Security Number of employee if known.

CCRIID:

SSN:

< Cancel )( Save & Close ) Complete

If a CCRI ID or SSN is entered, the Workflow will go out to the database and retrieve the employee’s
information for the form. If no information is entered, a blank form will appear when “Complete” is
clicked.

You will be brought back to the Worklist page where the workflow will be listed with “Performing”
underneath. If you do not see it right away, wait about 30 seconds and refresh the page.

&, dknight

@ ellucian.

Worklist

Worklist Advanced Search Workflow Specifics Na Q

B 2

Activity Priority ~ Created View

Status = Organization = Workflow
Details

CCRI Enter_Adjunct_Faculty_Payroll_Authorization Normal 26-Feb-2024 ~
10:52:01 AM

Facu
Ready
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Adjunct Faculty Authorization Form

@ ellucian. & dknight

Worklist Adjunct Faculty Authorization -- Non-Hourly

Adjunct Faculty Authorization -- Non-Hourly

B 2

INSTRUCTIONS: Please complete entry for each form field below. Fields marked with an asterisk (*) are required fields.

Press the purple “Top” button in the lower right-hand
corner if you need to return to the top of this screen. It |:>

will move as you scroll down the form.

Depending on what you entered, either the CCRI ID or SSN will autofill on this screen. Do not edit
these text fields unless necessary.

No person record for CCRI ID or 55N found

CCRIID:

‘ 12343678 ‘

S5N:

Pleose enter the Sociol Security Number if you do not have o CCRI D,

For this example, the CCRI ID was not found, so no additional information was automatically gathered

in this form.

In your case, the form may not be blank — please follow along will these instructions and make
corrections if anything is outdated.
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Name *:

Street Address *:

City *:

State *:

Zip *:

Phone *:

—* Phone Status

() Listed

Unlisted

Personal Email *:

©

Date of Birth *:

I. Name — First and last name of employee.

2. Street Address — Number and street name of employee’s residence.

3. City — Town or city the employee lives in.

4. State — State the employee lives in (abbreviation is fine).

5. Zip — Postal zip code of where the employee lives.

6. Phone — Employee’s personal phone number, including area code.

7. Phone Status — If an employee uses a landline for their personal phone number, select “Listed.”
If not, choose “Unlisted.”

8. Personal Email — Employee’s personal e-mail address.

9. Date of Birth — Specific date (MM/DD/YYYY) the employee was born.

rev. 3/22/2024 www.ccri.edu/hr


http://www.ccri.edu/hr

@ Where did employee learn of this job oppertunity? (Please be specific when listing web site or publication name.)

m Department *:

Please Select Department - 000 v
Campus *:
Select A Campus W

@ Organization *:
@ * Session

Fal
Winter
spring
Summer |

Summer Il

@ Course(s) name and number(s)

*

10. Where did employee learn of this job opportunity? — If known, please indicate where the
individual learned of the adjunct opportunity.

| 1. Department — Select the academic department the employee will be teaching for in the drop-
down menu.

[2. Campus — Select which CCRI campus the employee will work from in the drop-down menu.
| 3. Organization — Enter the Org code of the academic department.
| 4. Session — Select which semester/summer session the adjunct will be working in.

I5. Course(s) name and number(s) — List the course number(s) and name(s) (ex: COMM 1010 —
Communication Fundamentals).
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Please note that the requesting department will not be able to assign courses to the Adjunct faculty member through Banner and the
Adjunct Faculty member will not be able to obtain a MyCCRI username until all information is completad, signed, and returned to the
Office of Human Resources and entered into Banner. Thank you.

* Decision

| 6. Decision — After reading the note, select “Submit” if the form is finished and needs to be sent
to the Department Approver for their review and approval. If “Stop” is selected, the form will
stop and no longer be available for processing.

Click the “Comeplete” button to send the form to the next level for review and approval.

Cancel | | Save & Close | Complete -

Click “Save & Close” if more information is needed and you wish to put the Workflow back in your
worklist with a pending status.
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Approval of Workflow Requests

Once the form is submitted and complete. the Department Approver will receive an email notification
from Workflow that a Part-Time Authorization Form is available on their Worklist to review.

The email notification will indicate the following:

*  What level of approval is needed (Department Approver, Dean Approver, or Division
Approver)

*  Who the employee is trying to hire

*  Who submitted the request

At this point, the Approver should log into workflow: https://workflow.ccri.edu/wfdora to review the
request. The Approver is able to review all the information on the form.

HR From: humanresources@ccri.edu <humanresources@ccri.edus
Sent: Friday, June 23, 2023 5:15 AM
To: Flanagan, Fran <fflanagan76@ccri.edu=
Subject: HR Adjunct Faculty Payroll Authorization Approval Requested

L Department Approveryou are receiving this email to notify you that there is a workflow
arorg o your waorkflow list ready for your action.

=-Adjunct Faculty Authorization -‘« hich has

Liston, Bethan

Flease review and
been submitted b

. ‘
f
]

If you have questions regarding Workflow, contact the Office of Human Resources at 825-2311
or by replying to this email

Please log into Workflow to view and approve the request.

Once the Approver has reviewed the information they have the option to “Submit” (sends the form to
the next level approver) or “Stop” (cancels the workflow).

* Decision

Submit

Stop

The Approver also has the option of commenting. If a comment is added, it will carry forward to all
levels of approval once it is submitted.
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Tracking the Status of Your Workflow

You are able to track the status of your workflow. To do this, click on “Home” in the left-hand
sidebar.

= B @ ellucian. Q dunight

Hame Worklist
Worklist Advanced Search ‘ Warkflow S ‘
User Profile lows Q
Status Organization Workflow Activity Priority Created View Details

Show Reserved Items
0-0of D First « Previous Nextv Last Go To Page:lv] Records Per Page:[50 v]|

Then select “Workflow Status Search”

- N @ ellucian. Q dghe

< Back to Main Menu

Warklist
Home . —
Worklist Advanced Search ‘ Waorkflow S, Q |
Worklist
Workflow Status Search - Status Organization Warkflow Activity Priority Created View Details

Show Reserved Items
Workflow Alerts 0-0of 0 First «Previous Nextv Last Go To Page:]~] Records Per Page:[50 |

Search

Workflow Organization: Workflow Specifics Name

If you know the name of the workflow that was submitted,
you can enter it in the “Workflow Specifics Name” text

Business Process Name: Definition Organization:

field (ex. Drew Knight). You are also able to search by v .
when it was created, business process name, status, or e e
other attributes in their labeled text fields. v
Start Date: To
=0 &)
End Date: To
w0 &[0

Status:

Reset Clea' Sear‘:h
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This will bring up the search results. Click on the workflow you are looking to see the status.

i @ ellucian. O, dinight

Workflow Status Search Results

Workflow Status Search Results Advanced Search

Worlkflow Specifics Nam Q ‘

Warning
YTo ensure search performance, the maximum number of results that can be returned is 2500. if your search finds more than 2500 records, you will need to narrow your
search criteria by adding more information to the search fields.

Organization  Workflow Specifics Name Business Process Name Status - Created Completed

CCRI New PT Employee HR Part-Time Payroll Completed 29-Nov-2023 2-Dec-2023
Authorization 02:04:07 PM 02:24:22 PM

This brings up the Workflow Status screen. Scroll down to view the “Workflow Status” or the
“Workflow Details.”

@ ellucian. Q, dknight

Workflow Status

Workflow Status

Organization: CCR|

Workflow Name: HR Adjunct Faculty Payroll Authorization for:

Workflow Status Workflow Details

‘ 100% V‘ £33 Last Refresh Date: 04-Dec-2023 03:35:20 PM

s

.4 ._’ = SO ] —d — fhar‘("nr!ll
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The “Workflow Status” features a box with a process flow chart. Follow the arrows/processes until
you find the step with the “Running Man” icon. 32‘-:’ Use the scrollbars on the right and bottom to
view the whole chart.

Workflow Status Workflow Details

‘ G5% V‘ 23 Last Refresh Date: 05-Dec-202:

'

E [
. Entar_CORI_ID_SSN Tm Ty p— = A CheckcrEmpl oy esRecord ]

10 or 550 Err...

Format_Submittar_Nams H W¥alidet sHours ]

Formst ¥ orkfl cwSpecitichiame I U pdet & oridl cwSpecifi chleme

rL GetPositicnlnformetion F earDeptErrorisg H GethpprovelsBusfice ]

% &

| Enter_Adjunct_Fa, \:ulty;:l’aymli_Anl horization

Submit

Deen iz Dept Hend

I:]
" ——

Format_D spartment_Nams ]

————

Mo Comments Entered

Once you have located the running man, you will be able to determine at what part of the process or

at what approver level it is at.

Enter_ Adjunct_Faculty Payroll_Authorization
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The “Workflow Details” features a box with more information such as who intiated the workflow, the
description, elapsed time, etc.

Workflow Status

Workflow Details <:|

Details

Organization:

Workflow Specifics:

Description:

State:

Workflow Initiator:
Workflow 1Dz
Priority:

CCRI

New PT Employee

HR Monthly Payrell Authorization (Non-
Teaching Work)

Completed

dknight

12345

Norma

Created:
Completed:
Estimatad Time:

Elapsed Time:
Lagging Date:
Expected Completicn
Date:

—

£3 Last Refresh Date: 04-Dec-2023 03:35:20 PM

29-Nov-2023 03:04:07 PM
2-Dec-2023 02:24:22 PM
00:00

Below is a section for any notes that have been added. You can also add notes here by typing in the
text field and pressing “+ Add Note.”

Notes

User

dknight

Date

1-Dec-2023 01:32:35 PM

+ Add Note

Note

Edits made to funding.

Further down is a section for any documents attached to the workflow. You can add documents

pressing “Attach File.”

rev. 3/22/2024

www.ccri.edu/hr

& Attach File


http://www.ccri.edu/hr

