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Employee Transaction Workflow

1. The Employee Transaction Workflow (ETW)

1.1 About the workflow

The employee transaction workflow is used to request and approve a change to an employee’s
job. The workflow captures specific information electronically, routes it to the appropriate
offices for approval, and sends notifications of completion to the appropriate parties once
Human Resources Records or Academic Personnel staff have enacted the change in Banner.

The ETW electronic workflow became available for use on February 25, 2015.
The ETW was upgraded on October 21, 2019.

A workflow form is delivered instantly to the next-level reviewer and cannot be lost.
It is stored with a time- and date-stamped record of approvals and can be viewed later.

1.2. Workflow Actions and Notifications

Workflow Role Submit Deny | Approve | Complete | Stop
Initiator v

Approver v v

Budget Officer v v v

HR Records/ v v
Academic Personnel

Payroll v

Email notification is sent... Email is sent to...

When a request is submitted for approval Initiator

When a request is returned for edit by an approver Initiator and all prior approvers
When a request is approved Initiator and all prior approvers
When a request is denied Initiator and all prior approvers
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1.3. Frequently asked questions

Q:

Which types of employees should the ETW be used for?

A: The ETW is to be used for all staff job changes, supplemental & additional
pays. It is also to be used for full time faculty job changes only.

Will I use the ETW for faculty assignments?

A: The ETW will be used for Full-time faculty job changes only. Attach a copy of the
signed offer letter. You will continue to submit an ePAF for summer appointments,
overloads, and supplemental pays for full-time faculty. You will continue to process
part-time faculty appointments (attached to a course) through the Faculty Load and
Compensation (FLAC) system. You can submit an ePAF for GAs and part-time faculty
members that are to be paid for a non-teaching, faculty related assignment.

Why does the screen state “no matches found” when | enter my name in the
Employee’s Kent State ID or FlashLine Username fields?

A: Form initiators are not allowed to submit an ETW request for themselves.
Have someone else in your office submit the request on your behalf.

What browser should | use for the ETW?
A: Any web browser can be used.
What kind of changes will | be using the ETW for?

A: You will use the ETW for making changes to CURRENT employees. Please
contact Talent Acquisition at 330.672.2100 for the initial hire of new temporary or
term/short-term employees.

Can a proxy approver be set up in the ETW?
A: Yes, please see the ETW users guide for instructions.

Will the approver that is next in the approval chain receive an email when theyneed
to go into Flashline and approver their action?

A: Yes, the approver will receive an email when an ETW is in their queue for approval.
Workflows will also be displayed in the Flashline “My List” page.

How will | know when the ETW is completed?

A: Upon completion of the ETW, HR Records or Academic Personnel will click the
“complete” button and an email will be sent to the initiator and approvers letting them
know when the change will be made.
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Q: Can | print a copy of the ETW?

A: Yes
Q: What do | do if there is incorrect information on the ETW?

A: Budget officers have the ability to edit certain information on the ETW. If additional
information is incorrect, the approver should deny the request and a new ETW wiill
need to be submitted. You should include a comment to the initiator with the
change(s) that need to be made.

Q: How long can an ETW remain in “My Worklist”?

A: The ETW will remain there until action is taken on it by the assigned approver.

Q: What if an approver changes in my department, who should | contact to updatethe
ETW routing?

A: Please contact HR Records at 28316 or hr-records@kent.edu

Q: If the employee | am initiating the ETW for does not have a phone number what
number should be used?

A: You can enter the main department phone number.
Q: Can you tell me more about the Shift Information needed for the ETW?

A: Enter first shift if the employee regularly works from 8-5.

As the norm, faculty members should indicate first shift.

Second shift hours would be used if the employee begins their working hours during the
afternoon.

Third shift hours would be used if the employee begins their working hours in the late
evening.

The “varies” option can be used if the employee works off and on at multiple times
during the day.

Q: Can supporting documents be uploaded to the workflow?

A: Yes, supporting documents can be added as an attachment at any approval level.

Q: How do | enter an additional assignment or supplemental pay for a current staff member?

A: Please see page 13 of this User Guide.

Still Have Questions? Please contact the following:
For Staff appointments, contact HR Records at 330.672.8316
For Supplemental Pay, contact Compensation at 330.672.2100
For Faculty appointments, contact Academic Personnel at 330.672.8717
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2. Submit an Employee Transaction Workflow request

2.1. Initiate a request

Step

Action

1.

Log into Flashline using your Flashline
username and password.

Image

00000 DD D

Select the Employee block.

Employee

In the Workflow and Utilities pane, click the
link for Employee Transaction Workflow.

HR & Employee Workflows

Ellucian Workflow

FlashCart

Tepito s esource o pucasing pone,

Employee Transaction Workflow (ETW)

Expense Reimbursement Workflow

egn
oiting dat

e feimbursement or edit an

Banner Access Request (Security Admins
and Data Stewards)

Request Banner access for employees.

Equipment Vefice & Vesel Acquiston

Cellular Device Authorization

Electronic Personnel Action Forms

Notice of Separation

status (nitated on or after

The workflow screen appears as below.

ﬁ] Home

Before You Begin

@ Help v

Manage Proxies

Employee Transaction Workflow (ETW)

=

Begin New ETW

o~
© Please refresh this window to see the most recent changes. &/

Employee Transaction Workflows

Name Request Type Department Initiated By Status

No workflow datas to show...

Enter all or part of Workflow name, Initiator Name, FlashLine ID, Status m ‘ Reset

WorkFlow Step

Assigned To

Submitted On

@ Show All O Completed O Take Action O Draft

Days waiting
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5. Begin New ETW

KENT‘;“,TATE EMPLOYEE TRANSACTION WORKFLOW QA

Q) Home Before You Begin Manage Proxies Administration v @ Help~
Employee Transaction Workflow (ETW)
=
2.2. Employee Look Up
Step Action \ Image
1. Enter the employee’s Kent State ID number,

FlashLine Username or their last name.

Employee Look Up
—_—

Employee Look Up

Employee Lookup

Employee's Kent State ID, Last Name or FlashLine username*

Employee's Kent State ID, Last Name or FlashLine Username

Select what you would like to do.

What would you like to do? *
O Edit an existing position

O 7 Request additional or supplemental pay

N
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2.3. Reason for Change

Step | Action

Image

1. Select the appropriate Change Reason. A
‘change reason explanations’ link is provided.

Primary Reason for Change

Appointment Type *
O Continuing Position

O Term Position

Primary Reason for Change

Select

3. Enter Change begin date and additional notes.
Click Save & Continue

Change Begin Date ™

mmidd/yyyy

Other Changz Reasons, Dates, Notes, or Remarks:

2.4. Edit & Review: Position Details

‘ Step ‘ Action

Image

1. | Review the position and complete fields that
display, such as job type, hours per week, rate
of pay, etc. Fields are intuitive and will prompt
you for the necessary information.

Position Information

Position Number and Title (Edit only if changing the Position Number) *

989089: Interpreter-INR (UAM66) - Part-time

Position Type *

Unclassified-nonexempt (Hourly)

Assignment Title *

Interpreter-INR

Job Type ™
Primary
2. | Review and edit the building and work as needed.
Physical Work Location (Building) KC/HRH: Kent Campus Heer Hall [# Edit
Work Phone (330) 672-2100 [# Edit
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2.5. Budget/Labor Distribution Information

Step | Action

Image

1. The index and org codes will
automatically populate from
the employee’s primary

Budget I Labor Distribution Information

NOQTE: The first Nine Org Code Will determine the Departmental Division routing

assignment.
***Please note S b
100301: Provost's Office e Select v[ 100 |
*You will need to ‘save’ the
record after each i
adjustment to the labor
distribution
*If more than 5 indexes
need to be charged, please
add the remaining labor
distribution information in
the “other change reasons,
dates, notes or remarks”
block on the ‘Reason for
Change’ Tab.
2' SeIeCt the Account COde Budget | Labor Distribution Information
appropriate for the request. HOTE: The frstine Org Code Wil detsmin the DeparmentalDivision routing
The Salary Redistribution Workflow should be used 1o reallocate any funds that take place in the past (prior to the next payroll date
Irsdla Org Ascoum Dist 100 %
100301: Provost's Office 100053 Select v | 100 @ Delete

4

§101% - Contract, Temporary

assified Supplemental Pay

Classded Supplemental Pay

s

& Save Draft

3. Click Save.

Budget / Labor Distribution Information

NOTE: The first ime Org Code Wil dereming the DeparmentalDivision routing

i

The Salary Redistribution Werkflow should be wsed to realiscale any funds that take place in the past {priof 1o the next payroll date)

Index Ong Ascount Dist 100 %

100301; Provost's Office 61021 « Unelassified Supplamantsl Pay « 100

Add New Index

X Cancel
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4, If request is split funded, follow
these steps:
a. Decrease distribution %
b. Click Add New Index

d. Once all funding sources
have been entered,
make sure they total
100%

e. Click Save

Budget / Labor Distribution Information

The Salary Redistribution Workflow should be used 1o reallocate any funds that take place in the past (prior to the r

”

A Budget has been modified.

NOTE: The first line Org Code Wil determing the DeparementslDivision routing

c. Enter new indeX, org Index org Account Dist 40 %
and account 100301; Frevosts Office 100083 61021 - Unclassified Supplemental Py~ = 50 @ Ciline
information and enter ) .
Index Org st
i i i 0 101242; Compensation To0as4 61021 - Unciassified Supplemenai Py + 50 2 o
distribution % xGance

-

enter%; soitotall
equals; 1007

enterlindex. org;, and
accountiinformation:

Add New Index

2.6. Edit & Review: Reporting Relationships

Step | Action

Image

1. | Select the Manager Level from the
list provided and direct reports if
applicable

Manager Information Who does the employee manage i this posiion? © How do determine Manager Level?

Manager Level*

4: Supervisor (Classified Position Manager Level)

Wil this person supery

viselevalute other employees?

+Add Employee

Kent State ID

2. Enter the employee’s supervisor and
leave approver. Click Save & Continue.

5

/s the leave of this employee?

Copy©

LeaverTime Approver Position*

Employee's Kent State D, Last Name or FlashLine Userame

Select

2.7 Contact & Attachments

Step | Action

Image

1. Upload supporting documentation such as
offer letters and employment agreements
or any additional information that will be

needed to process the job change.

Upload Attachments (ff applicable)

0 Upload Supporting Documentation

Fll e Uplaced UploadBy

Noatachments o shon.

10
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2.8 Initiator Contact Information
Step | Action Image
1. Provide a contact phone number for the ) .
initiator of this request. Click Save & il
Co ntin ue TilaorPrre e’
2.9 Review & Submit
Step | Action Image
1. You can click the “Back” button to make oot & At oo
any necessary changes or select the S
“edit section” icon. - y U
Click the Submit button When the ETWis | &=
ready to be routed for approval.
2. | An additional ‘Comment and Submit’ | ciose 3¢ JPI
window will appear. This box will be used o Commentand Submit 1
for approvers to add additional comments | i
about the transaction. ¥ b
;P;l:sgosm‘zen;;can be seen by all parties [
3. A confirmation message will display when

the workflow has been submitted.

Your Workflow Has Been Submitted

11
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3 Initiate Additional or Supplemental Pay

3.1 Employee Look Up

Step | Action Image

1. Enter the employee Empioyes Lok Up
Kent State ID, Last )
Name or FlashLine
username Employes Lockup

Employee Look Up

W rgorwa' Wi Stiake (0. Lol Firma o Plasbling snemame

2. Select Request
additional or
supplemental pay.
The prlmary pOSItIOI’] O‘ RL“C‘.;—‘.‘Sl additional of supplemental pay
title will automatically
display. Click Save &
Continue

What would you ke o do? *

O iR an existing possion

3.2 Justification

Step | Action Image

1. Select the option that | Options for Unclassified Assignment:
best describes the
situation.

Why is the employee receiving additional/supplemental pay?

Supplemental Pay: These circumstances require prior Compensation Office consultation and approval before communicating final pay determination to
BEplayee.

a5 been temporarily assigned responsibliies of greates complexity i addion 1o those outlined in the curent job. description

e

™y Temporary assignment . Th
g

and the: assignment i

Interien assigrment - Th

5 femporanty assumed @ vacant poséon of 2 higher pay grade in an acting capacily where the assgnment is conbinuous and in

L

encess ol 3 menths

) One-time Lump Sum payment - The emploves has sucoessiully accompished A significant Dut temgarany project desmad sEaegic @ nature by ihe uriversay

~
\_} Athbetics Camp - & Kent State coach who recerves paymenl for owerseeing an athletic camp, ie | Volieyball Camp
[y Additional Assignmaent - The employes is Tecening payment 1o an Fssgnment not relsted in any way (5 Meir plimany postan, Lo Commencenment Musias,
=" Gender, D)
—
et COmract Bonui - Compandaton for an empliyes when they hive mel M condibons spelled out i their conlracl, i e Caseh of the year awaid bomus
~
et T Awaind - SANCHINEd Unverly wde, CAMpuS.wide of drisaonal [eograms eslabkahed Tor recogriben of SLal, (e Salem Campus SN of the Year

Options for Classified Assignment:

Why is the employee receiving additional/supplemental pay?

Supplemental Pay: These circumstances require prior Compensation Office consultation and approval befare communicating final pay determination to
arployee.

() Temporary Working Level - The empioyes is required 1o perfrm duties representative of a classification with & higher pay grade normaily because of a temporary
.
. absence or vatancy

Skill or Knowledge Based - The employes’s pasiban

i [
I

Additional Cemplexity of Assigament - T

al complext

(T Recognition of Achievement - T

= plyireil
™ Additional Assigrment - The emgkiyes is recening payment s i iy iy 1 it primany postion, | & Commentement Musiciar
o g
) statt Awand . Sancsoned university.wide, campus.wide of diisional Brograms established fof isEognibon of stad i e , Salem Campus SIM of the Year

2. Complete fields that display, such as requested amount, start and end dates, detailed information to
support the request, etc.

12
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If selecting a supplemental pay option, consultation with the Compensation Office is required to determine

amount of supplement.

3.3

Budget/Labor Distribution Information

Step

Action

Image

The index and org
codes will
automatically
populate from the
employee’s primary
assignment.

Budget ! Labor Distribution Infermation
NOTE: The first ¥ne Org Code Wi determine the Dopartmantal Division routing

The Salary Redistribution Werkflow should be used to reafiocale any funds that take place in the past (priof 1o the next payroll date)
Index org Account Dist 100 %
100301: Provost's Office o0 Select 100 8 Dslatw

Add New Index

Select the Account
code appropriate for
the request.

Budget | Labor Distribution Information

HOTE: The first ine Org Code WIll determine the DepartmentalDivision routing

The Salary Redistribution Workflow should be usad 1o reallocale any Tunds that take place in the pas! (prior i the next payroll date).
Indax Org Agcount Dist 100 %
100301: Provost's Office 100053 Select « 100 @ Deivte
Y
81018 - Contrach, Temporary #
$1021 - Unclassified Supplemental Pay
o 61158 - Classifed Supplemental Pay PR
3. Click Save B )
° Budget I Labor Distribution Infermation
NOTE: The first line Org Code Wil derermine the Deparemental Division routing
Thi: Salary Redistribution Workflow should be used to realiocate any funds that take place past (prior 1o the nexd pa; i)
Index Org Azcount Dizt 100%
100301: Provost's Office 100083 61021 - Unelassified Supplementsl Pay = 100 5 Save *‘

*® Cancel

Add New Index

If request is split
funded, follow these
steps:
f. Decrease
distribution %
g. Click Add New
Index
h. Enter new
index, org and
account
information
and enter
distribution %
i. Onceall
funding
sources have
been entered,
make sure

Budget ! Labor Distribution Information A Buoget has been modified.

NOTE: The first Mne Org Code Wil defermine the DepartmentalDivision routing

The Salary Redistribution Workflow shauld be used fo reallocate any funds that take place in the past {prior to the next payroll dajsk

decreaser%

Index Org Account Dist 80 %
100301: Provost's Office 100053 61021 - Unclassified Supplemaental Pay « 50 O Dalete
Index 0vg Agcoufil Dest -
. I 100444 s = Swre
101242; Compensation B1021 - Unclassified Supplemental Pay = il

enterdindex;, org;, and
accountlinfoermation!

el

enterd’o, sojtotall

equalsi 1005

Add New Index

13
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they total
100%
j.  Click Save
3.4 Attachments and Contact Information
Step | Action Image
1. Upload any Supporting Upload Attachments (If applicable)

documentation. © Upioad Suppariing Dasumenatian h&h_citc add|attachments

File Nams Updoaded Upload By

Initiater Contact Information

) — *——- Enternphoneinumber,

2. Enter your phone
number and click Save
& Continue

3.5 Review and Submit

Step | Action
1. A preview of the full ETW will display for your review. You will have an opportunity to edit any field.
2. Click Submit to route the ETW to the next approval level.

4 Approver Roles and Actions
4.1 Definitions
e Approve — your acknowledgement of the action and to move the ETW to the next approver

e Deny — used to stop the workflow. If the ETW is denied, a new ETW must be initiated with
corrections

e Release — used to place the ETW back into the approval queue for others to take action, ex. Proxy or
group approvals if ETW is denied, a new ETW must be initiated with corrections

Workflow Role Approve Deny Release
Initiator

Approver v 4 v
Records/ 4 v
Academic Personnel

4.2 Open a form that has been routed to you for approval

| Step | Action ‘ Image

14
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1. | You will receive an email notification from ‘do not
reply@kent.edu’ and you will receive a notification in
your worklist. You may access Flashline from the
email link or open the workflow from your worklist.

Thu 8/29/2019 11:08 AM
donotreply@kent.edu

Employee Transaction workflow for John Smith

KENT STATE

BARS62 is on your WorkList. Please log into FlashLine, and go to your WorkList to take action on this request.

Login to FlashLine

1. | Login to FlashLine using your FlashLine username
and password.

00000EDE LD

2. | Locate My Lists tab.

4. | Click the ETW to open for review/approval link
in the lower right corner, for a full-screen view
of the list.

Need new screen shot with test ee data
M Open Workflow

5. | Locate the ETW in the workflow list and click on a form name to open the form.

Forms created by this Workflow have the prefix ETW.
email notification link to open the workflow.

You can also click on the

4.3 Submit the decision — combine with approve/deny actions — move to end of

section

1. | Review the form information carefully.

added to the form history.

Scroll to the end of the form, where you will see a list of every person who has had a part
in initiating and approving the request. When you submit your decision, your name will be

Note that an email link is provided next to each participant’s name for your convenience.

15
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5 Check the status of a request

All Initiators and participants in a transaction may check the status of a request. You can
view the name of the person who has the form, pending approval.

Log into Flashline and go to the “Employee
Dashboard”.

Employee Dashbhoard

Dashboard Workflows Resources v Reports (Cognos) v

In the Workflow pane, click the link for HR
& Employee Workflows.

Employee

Dashboard

Lo
HEL B Fenjrhoe Winkflisar

MardpnanonTaAMIS

Choose the New Employee Transaction
Workflow (ETW). **Please note,
ETW’s initiated prior to 10/1/19 can be
found in the Archived ETW link**

Employee Transaction Workflow (ETW)

Enter all or part of the workflow name,

Initiator name, Flashline ID or Status

Use the percent % sign as a wildcard. In
addition, you can sort by the status; completed,
take action, draft of all. Select search.

n
10 Please rfresh tis window to see the mostrecent changes, R/

Employee Transaction Workflows

@ Shondl o Camplied O Tebe Acion O Dref

Enter allor partof Workfiow name, Iiator Name, FashLine D, Status w‘ Resel

A list of records appears. You may sort the list
by clicking the column headers.
e The ‘workflow step’ column lists the
level of approval and who the action is
‘assigned to’

16



Employee Transaction Workflow

6 Work with a Proxy Approver

6.1 Enable your Proxy

When an approver is away for an extended period, the approval function may be delegated to a
designated proxy approver. Only an approver can designate or remove his/her own proxy assignments.

® Proxy management must be done from a campus computer, or from off campus via a secure VPN
connection. See your desktop support technician for assistance with Cisco VPN.

e [f the person you are designating as proxy does not appear on the User list (step 8 below) open a
Support request online at support.kent.edu or call 330.672.4357. Ask to have your proxy added to
the Employee Transaction Workflow approvers.

1  Login to FlashLine using your FlashLine oooem
username

and password.

2 Select the Employee block.
ploy Employee

3 In the Workflow and Utilities pane, HR & Employee Workfows
click the link for Employee Transaction
Wo rkfl OW- Ellucian Workflow Expense Reimbursement Workflow Cellular Device Authorization

FlashCart Banner Access Request (Securty Adnins Bectronic Pesomel Acton Forms

Top into tis resour

Employee Transaction Workflow (ETW) Equipment, Vehicle & Vessel Acquisition Notice of Separation

4 The ETW tool bar will appear.

{0} Home Before You Begin Manage Proxies @ Help~
Employee Transaction ow (ETW)

=

Begin New ETW

~
© Please refresh this window to see the most recent changes. K/

Employee Transaction Workflows

Enter all or part of Workflow name, Initiator Name, FlashLine ID, Status [ Reset @ showar O comp
Name Request Type Department Initiated By Status  WorkFlow Step Assigned To sul

No workflow datas to show.

(9]

Select Manage Proxies.
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Employee Transaction Workflow

6 Add a new proxy: open ‘Click to e Select ‘Add New Proxy’
View/Edit Proxy Users’ under the e Find and select your proxy
appropriate Process/Role: e Select Start and End Dates. End Date
defaults to Permanent but this can be
changed.
e Select Save or Cancel
7 Update or delete and existing proxy e You can select an existing row and change

for an individual: open ‘Click to
View/Edit Proxy Users’ under the
appropriate Process/Role. o

the information on that row, i.e., extend
the End Date

You can delete a row all together

e Select Save or Cancel

6.2 Disable a Proxy Assignment

1 | To cancel an assignment before the designated date,
log in as above. Under My Proxies, checkbox the
assignment you wish to delete.

2 Click the Delete Selected Proxies button.

pjoshi Emp Trans Records

| Delete Selected Proxies [

6.3 Share Forms between approver and proxy

When your proxy is enabled (see previous section) both approver and proxy may access request forms in
their Worklists. Opening a form ‘claims’ it for you — it becomes invisible to your colleague.
You must release the form in order for your colleague to see it.

This is what an approver and proxy see in each situation. (Generic forms are depicted below.)

Situation Approver Sees Proxy Sees
Your normal, everyday Worklist Worklist
. e T Orgures stios ok flaw

working arrangement. s Gepanmuss: course avt suons e

r-.--l.-. FOZL% Term-Fall 2 |
The proxy is not enabled 590 CAN-20215 Torm-Fall 008 |

’ Raady
A ELOONONED: Coyrie-ANTH SNON]

and cannot See Work. 999 CHN-FO0F1S Term-Fall 2000 L
Approver enables his or her Worklist Worklist
proxy' :l-‘::”ro- ::;:'I.-lrnur.-\.; Course-ANTH S0001 :l-‘::”rr ::;:'I.-lrnur.-\.; Couyrse-ANTH S0001

498 CRN-Z0Z15 Term-Fall 2008 498 CRM-Z0Z15 Term-Fall 2008
Raady Raady

Baa GLOODO05S: Caurse-ANTH B0001 Baa GLOONO0S5S: Caurse-ANTH B0001

Now both can see forms.
(Proxy sees only new incoming
forms.)

Bag

999 CRAN-Z0ZLS Term-Fall 2008
Haady

GLOONONG?: Caurte-ANTH SOO01

499 CHA-Z0Z 1S Term-Fall 2000
Haady

999 CRAN-Z0Z1S Term-Fall 2008
My
a GLOONONE?: Caurte-ANTH SOO01
490 CHA-Z0215 Term-Fall 2000
[
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Approver opens a form, Worklist
‘claiming’ it. The form says T
‘performing’ instead of o
‘ready.’
The proxy can no longer see

this form.

Approver has released the Worklist
form without taking action. S Sl
The form is again visible -

to both parties.

6.4 Release a form to your workflow colleague(s)

1. Once you open a workflow,

e g

GLOOOO0GES; Course-ANTH SO0001

999 CRM-Z0E LS Term-Fall 2008
Randy

GLOOOD0055: Course-ANTH 20001

990 CRMN-Z0ZLS Term-Fall 2008
Rasdy

GLOONONGD; Courve ANTH S0

999 CRN- 20215 Term-Fall 20008
Parfoeming

ek flaw

GLOOOO0&S: Caurse-ANTH SO001

990 CRN-F0Z 1% Term-Fall 2008
Beady

GLCODDO0SS: Caurse-ANTH B0001

099 CRN-ZE0ZLS Term-Fall 2008
Ay

ELOONONG 2 Courtp-ANTH SO0

999 CRN-FDZ LS Term-Fall 2000
Haasdy

.Y ! Nane R et
it is assigned to you and only Toe
you can see it.

3. Click the Release icon. This
will allow your Proxy to view (7' Release
and take action on the ETW.

4. Once released, the Assigned To

activity history will
show the ETW was
reassigned

Approver's Name

Initiated By

Warklist

g sre wbon
Npot

Worklist

Drgun sk
Baot

el

B

Slatus WorkFlow Stap

e flpa

GLOOOO0GS; Course-ANTH SO001

999 CAMN-Z0Z 1S Term-Fall 2008
Randy

GLOODO055: Course-ANTH R0001

990 CRMN-Z02 1S Term-Fall 2008

o

GCODOONGS; Course-ANTH SO001

a9 CRN-Z02 1% Term-Fall 2008
LT

GLOODO0SS: Caurse-ANTH B0001

990 CRA-E0Z1S Term-Fall 2008
Ry

ELOONONEGDY: Cayrie-ANTH 0001

999 CRN-ZFNZ 1S Term-Fall 2000
Hmasdy

Submitied  Days

Assigned To
¢ On waiting

Activity

Activity Released
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Appendix 1. ETW Routing & Approval Paths
Non-Academic Staff

1.

©® N A WN

Initiator

Divisional Budget Officer

If grant funded, then to Principal Investigator(s)
Department Head

Compensation

Executive Officer

If classified, then to Appointing Authority

HR Records

Academic Affairs

1.

¥ 00NV A WN

Initiator

College Budget Officer

Divisional Budget Officer

If grant funded, then to Principal Investigator(s)
Department Head

Compensation

Provost Approval

If classified, then to Appointing Authority

HR Records

Kent Campus Faculty have same routing as above, except do not route to Compensation and ends

with Academic Personnel instead of HR Records.

Regional Campus

1.

¥ 0N U A WN

Initiator

Divisional Budget Officer

If grant funded, then to Principal Investigator(s)
RC Dean

Compensation

Provost Approval

If classified, then to Appointing Authority

HR Records

Regional Campus Faculty have same routing as above, except do not route to Compensation and

ends with Academic Personnel instead of HR Records.

President’s Office

1.

vk wnN

Initiator

If grant funded, then to Principal Investigator(s)
Department Head

Compensation

Executive Officer
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Employee Transaction Workflow
6. If classified, then to Appointing Authority

7. Appointing Authority
8. HR Records

Supplemental Pay Routing
1. Initiator
Department Head (if Regional Campus, then to RC Dean)
Compensation
Divisional Budget Officer (if President’s office, skips this approval)
If grant funded, then to Principal Investigator(s)
Executive Officer
If Lump Sum, then to VP Human Resources
Payroll
HR Records

LN WD

Appendix 2. Employee Transaction Workflow assistance

For assistance with questions about how to fill out the ETW or the workflow
process, contact HR Records at (330) 672-8316.

For assistance with budget information needed to complete a form,
contact your department/college/campus/division business manager.

For assistance with questions about academic positions contact Academic
Personnel at (330) 672-8717.

For assistance with compensation (pay) and supplemental pay related

guestions, contact Compensation at (330) 672-2100.

Appendix 3. Workflow Proxy Approver Role Names

When designating your Workflow Proxy Approver, select your role name.
You will not see all the roles listed below, only the one(s) to which you have been assigned.

My Roles

Orgznization Baole Mame

Root Emp Trans Acad Personnel

Root Emp Trans Appoint Auth

Root Emp Trans Compensation

Root Emp Trans Div Budget Officer
Root Emp Trans Exec Officer

Root Emp Trans KC Dept Head

Root Emp Trans Principle Investigator
Boot Emp Trans ProvostkKC

Root Emp Trans ProvostKC/UpperMgr
Root Emp Trans ProvostRC

Root Emp Trans RC Dean

Root Emp Trans Records

Root Emp Trans Rsrch Sponsored Pgms 21

Root Emp Trans VPA College Budget Offcr
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Appendix 4. Determining an FTE & Manager Level Listing

FTE FOR STAFF EMPLOYEES

FTE Hours/Day | Hours/Week | Hours/Pay
0.680 | 5.50 28.00 56.00
0.625 | 5.00 25.00 50.00
0.500 | 4.00 20.00 40.00
0.375 | 3.00 15.00 30.00
0.250 | 2.00 10.00 20.00
0.125 | 1.00 5.00 10.00
UNCLASSIFIED DEFINITION MANAGER
LEVEL
Executive Is responsible for top leadership of a division, college, campus, or 9
school.
Senior Directly reports to Executive level with either major management 8
responsibility within the unit of university-wide responsibility and
reporting.
Departmental Directs the strategy and implementation of one or more 7
functions; has budget responsibility.
Intradepartmental Has supervisory responsibility with a department, but does not have 6
responsibility for the whole department.
Student Employee Supervisor [Regularly hires, schedules, and oversees work of only student 5
employees and can hire students in Campus Works.
No Supervisory Responsibilities [Does not directly supervise employees. 0
CLASSIFIED DEFINITION MANAGER
LEVEL
Supervisor Exercises authority on behalf of the manager; designs and directs work 4
procedures.
Recommends hiring and firing, performance review,
Working Supervisor Recommends hiring and firing, performance review, 3
discipline; directs work, scheduling, training, and assigns
duties.
Lead Worker Coordinates workflow, training; assigns duties; performs job that is 2
being supervised.
Student Employee Supervisor Regularly hires, schedules, and oversees work of only student 1
employees and can hire students in Campus Works.
No Supervisory Responsibilities Does not directly supervise employees. 0
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Appendix 5. Before You Begin, ETW Checklist

Prior to starting the ETW, you will need the following information:

O Employee Information
name or Kent State University ID and position number.

O Reason for submitting request
reason for job change, appointment type, change begin date and end date (if applicable).

O Position Information
position number, position type, position/assignment title, job type, full-time/part-time,
organization codes, physical work location, work phone, assignment type, pay grade, annual
salary/hourly rate, job FTE, hours per week, job shift.

O Budget Information
index number, org code, account number, distribution percent, start date and end date (if
applicable) and any additional funding information.

O Management Information
who does the employee manage in this position? manager level, employees supervised.

O Supervisor Information
who evaluates and approves leave for this employee? supervisor/evaluator, leave approver.

O Attachments
any supporting documentation to be uploaded (employment agreements, offer letters,
salary offer worksheets, etc.)

O Supplemental Pay
supplemental pay requests require consultation with the Compensation Office. Please call
2-2100 before you begin.

IMPORTANT NOTE: If your request will include the reallocation of funds that took place in
the past (prior to the next payroll date), then a Salary Redistribution Workflow should be
used to reallocate those past funds.

Once you have gathered the information above, please continue.
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