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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.

@ ellucian. 8, dknight

Worklist

Worklist Advanced Search Workflow Specifics Name Q
Status Organization Workflow Activity Priority Created View Details

Show Reserved Items

0-0of 0 First ¢Previous Nextw Last Go To Page: v] Records Per Page:[so v|
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Once open, select “User Profile.”

@ ellucian.

& dknight

Worklist

Home

User Profile -

Worklist Advanced Search ‘ 'x‘u'o.r'kf."q ‘
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0-0of 0 First «Previous Nextw Last Go To Pagei v|Records Per Page:[so v|
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Then, select “My Processes” to open up a new page.

= @ ellucian. 8, dknight

< Back to Main Menu

Worklist
User Profile . )
Worklist Advanced Search ‘ Workfl Q ‘
My Processes - " :
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 Part-Time Payroll Authorization” from the list of forms.

@ ellucian. Q, dknight

My Processes

My Processes

CCRI

Comp Time Payment Authorization
HR Adjunct Faculty Payroll Authorization

HR Honorarium Payroll Authorization

HR Part-Time Payroll Authorization <:I

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: CCRI I:>® Start Workflow @ AttachFile "D Reset X Cancel

Workflow Name:

HR Part-Time Payroll Authorization:26
Workflow Specifics Name:

Priority:

‘ Normal v

Workflow Note:

B

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).

@ ellucian. &, dknight

Worklist
Worklist Advanced Search ‘ Workflow Specifics N Q ‘
Status  Organization = Workflow Activity Priority Created View
Details
CCRI% New PT Enter_CCRI_ID_SSN Normal 29-Nov-2023 ~

mnloyee 02:40:18 PM
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Enter the employees CCRI ID or Social Security Number, and then press “Complete.”

@ ellucian. &, dknight

Worklist Enter CCRI ID / SSN

Enter CCRIID / SSN

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

CCRIID:
SSN:
| Cancel \I |/ Save & Close | Complete
AN

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.
@ ellucian. & dknight
Worklist
Worklist Advanced Search ‘ Workflow Specifics Q ‘
Status = Organization = Workflow Activity Priority Created View
Details
CCRI New PT Enter_PartTime_Payroll_Authorization Normal 29-Nov-2023 N

Employee 03:04:07 PM

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.
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Part-Time Payroll Authorization Form

@ ellucian. & dknight

Worklist Part-Time Payroll Authorization

Part-Time Payroll Authorization

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.

Mo person recerd for CCRIID or 55M found

CCRIID:

‘ 12343678 ‘

S5N:

Pleose enter the Sociol Security Number if you do not have a CCRI 1D,

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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o Date of Birth *:

e Mame *:

o Street Address *:

o City *:

o State *:

o Phone *:

e —* Phone Status

() Listed

Unlisted

e Personal Email *:

|. Date of Birth — Specific date (MM/DD/YYYY) the employee was born.
Name — First and last name of employee.

Street Address — Number and street name of employee’s residence.
City — Town or city the employee lives in.

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

Zip — Postal zip code of where the employee lives.

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

© N o Uk W N

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

9. Personal Email — Employee’s personal e-mail address.
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@ * Authorization for:

Mon-Teaching Work

Non-Credit Teaching

Department *:

Please Selact Department - 000

Campus *:

Select A Campus
Fund *:
Organization *:
Program *:

Account *:

Location:

® 6 © & 6 ® ©

If Grant, please enter Grant name.

Grant Name (if applicable):

oo/

10. Authorization for — With most positions, you can select “Non-Teaching Work.”

| |. Department — Select the department the employee will work in from the drop-down menu.
You can enter the department code if you know it.

[2. Campus — Select which CCRI campus the employee will work from in the drop-down menu.
[3. Fund — The Fund code (Where the funds come from).

I 4. Organization — The Org code (Who is responsible for the funds).

I5. Program — The Program code (The functional purpose of the transaction).

| 6. Account — The Account code (The type of transaction).

|7. Location — The Location code (Which campus the transaction is specific to, if any).

I8. Grant Name — Enter the Grant name if this position is being funded in part by a Grant.
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@ Position Number:
@ Title:

Enter hourly rate.

@ Rate *:

& |

Enter Estimated Hours Per Week (18 maximum). NOTE: This employee is not able to work more than 12 hours in any combination of positions.

@ Hours *:

@ Description of Duties *:

NOTE: If this position is being requested as a result of another person taking leave, please include the name and title of the resource on leave

@ Why is this position needed? *:

|9. Position Number — Number for the position.

20. Title — Name/official Title of the position.

21. Rate — Hourly pay rate for the position.

22. Hours — Enter the estimated hours per week (19 maximum, including other positions).
23. Description of Duties — Responsibilities of the position.

24. Why is this position needed? — Enter the justification for the position. If the position is being
created as a result of another employee taking leave, include the name and title of the position
on leave.
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When entering date, please click on the calendar icon to select day or type in date format of
DD-Mon-YYYY (Example: 07-fan-2071)

@ Estimated To *:
= Jle]

Hours when work is to be performed. Enter data in an hour format with AM or PM.
Examples: BAM, 830 AN, 5 PM

@ From *:
@ -

25. Estimated To — Use the calendar button to enter the end date of the position.
26. From — The start time of each work day. Enter data in an hour format with AM or PM.

27. To — The end time of each work day. Enter data in an hour format with AM or PM.

Please enter the name of the supervisor who will be responsible for approving timesheets.

@ Supervisor *:

@ * Decision

Submit

Stop

28. Supervisor — The name of the supervisor who will be responsible for approving this employee’s
timesheets.

29. Decision — 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 “Complete” button to send the form to the next level for review and approval.

' Cancel I ' 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)

*  What type of Part-Time Authorization is being submitted (Non-Teaching/Non-Credit Teaching)
*  Who the employee is trying to hire

*  Who submitted the request

From: humanresources@cocti.edu (mailto: humanresources@ccr_edu}
Sent: Friday, December 1, 2023 11:45 AM

HR To: Flanagan, Fran =fllanagan? G@ccri edu=
Subject: HR. Part-Time Payroll Authorization Approval Requested

THIS IS A NOTIFICATION EMAIL ADDRESS — DO NOT REPLY TO THIS EMAIL

As tc:u are receiving this email to notify you that there is a workflow pro
your workflow list ready for your artion _Dlaase review and approve the Authorization f
which has been submitted b@Liston, Bethan

Login to Workflow to review the request.

Knight, Drew

Employee Details

Employee Information
CCRIID 12345678

Mame Knight, Drew

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.

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, aknight

Workflow Status

Workflow Status

Organization: CCRI

Workflow Name: MNew PT Employee

Workflow Status Waorkflow Details

| 100% V| £3 Last Refresh Date: 04-Dec-2023 03:35:20 PM

-

.4 ._, A ] —d | fharl'fnrﬂll
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The “Workflow Status” features a box with a progess flow chart. Follow the arrows/processes until
you find the step with the “Running Man” icon. Use the scrollbars on the right and bottom to
view the whole chart.

Workflow Status Workflow Details

‘ 56% V‘ 3 Last Refresh Date: 05-Dec-202:

r

e E,l f | 2} E (
. Entar_CCRI_ID_SSN Tm o BN Bureeaully Sulttel CheechorEmpl oy seRecord ]

6 or 55N Erru.

Format_Fubmittar_Nams H W¥alidet sHoure ]
%

i

FormatW orkfl cwSpecifichame I U pedlet & oric o Specifi chlame

LB
* B
Entar_PardTime_Payrol|_Authoriastion

[

Submit

]
[ Dapartmant_Approval PormetDept ErrarMag

Formet_Depertment_Name ]
1 T

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.

‘ Mo Comments Entered

Enter PartTime 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 <:|

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

Details
QOrganization: CCRI Created: 29-Nov-2023 03:04:07 PM
Workflow Specifics: New PT Employes Completad: 2-Dec-2023 02:24:22 PM
Description: HR Monthly Payrell Authorization (Non- Estimated Time: 00:00
Teaching Work)
State: Completed Elapsed Time:
Workflow Initiator: dknight Lagging Date:
Workflow D: 12345 Expected Completion
Priority: Norma Date:

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
+ Add Note

User Date Mote

dknight 1-Dec-2023 01:32:55 PM Edits made to funding.

Further down is a section for any documents attached to the workflow. You can add documents
pressing “Attach File.”

Attachments
BN dknight

& Attach File
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