Initiator Training for Workflow Creation




Initiating a PAF Workflow

ORAC'_G. E-Business Suite

B Favorite

Enterprise Search |AII |

Oracle Applications Home Page

Go | Search Results Display Preference F

' Personalize \

# L] Eis Self Service Time
=] PAF Search/Create/Update Page
= PAF Workflow Monitor

# LI UTRGY Employee Self Service

# J UTRGV HR Front Desk View
# [ UTRGV HRMS Academic Affairs

Worklist

Full List |

From Type Subject Sent Due
There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications.

v TIP Worklist Access - Specify which users can view and act upon your
notifications.



Initiating a PAF Workflow

ORACLE" Faculty/Assistantships PAF

I Navigator ¥ B Favorites ¥

Search Page

Type
Action .
Status
Initiator |
. PAF Num
Click the | )
Pending Approver |
Create PAF Workflow
Employee |
button From Date | @
To Date i
PAF Role |Initiator
| Search | ’ Create PAF Workflow |
Creation PAF Action
Initiator Type Action Status Dt Num PeopleAdmin# Employee Action Completed Pending Attachments

No search conducted.

Home Logout Preferences
Privacy Statement



Initiating a PAF Workflow

PAF Entry Form

Status: Pending

* Type: v
=< 1 .

Action: I v People Admin #:

Department:
Citizenship:

Employee First Name:

PAF Num: AutoGenerated

Employee Last Name: |

Labor Schedule Projects

Project Manager
i< found Populate the required information
I Add Another Row ] I

| Save I Main Page ]

Activity History

Role Recipient Begin Dt End Dt Status Result
No results found.

Workflow Approver Comments

Home Logout Preferences

Privacy Statement

Copyright (c) 2006, Oracle. All rights reserved.



Initiating a PAF Workflow

PAF Entry Form
Status: Pending Department: |Psychological Science
*Type: [Faculty  [V] Citizenship: [US Citizen
* Action: | Initial People Admin #:
Employee First Name: |FIRST PAF Num: AutoGenerated
Employee Last Name: |LAST
Labor Schedule Projects
Projecc = Manager
110000247 | &, Hovey, Dr Joseph D @ Click the Save button
Add Another Row |
Save lain Page
Activity History
Role Recipient Begin Dt End Dt Status Result

No results found.

Workflow Approver Comments

Home Logout Preferences
Privacy Statement Copyright (c) 2006, Oracle. All rig




Initiating a PAF Workflow

‘_E Confirmation

N A Confirmation message will display if successful

Status: Pending Department: |Psychological Science
*Type: |Faculty . Citizenship: |US Citizen

* Action:  |Initial Pe -
Employee First Name: |FIRST I PAF Num: 120168439 I
: |LAsT

Employee Last Name

Labor Schedule Projects

Project Manager

110000247 | @ [Hovey, Dr Joseph D @ Click the Main Page button
Add Another Row |

Sav I Main Page ’ I

Activity History

Role Recipient Begin Dt End Dt Status Result
No results found.

Workflow Approver Comments




Initiating a PAF Workflow

Search Page

Type v
Action v
Click the Search button Status -
Initiator |
PAF Num |
Pending Approver v

Employee

From Date I
To Date I

PAF Role Initiator v

[ Create PAF Workflow

Initiator Type Action Status Creation Dt PAF Num PeopleAdmin# Employee Action Completed Action Pending Attachments
No search conducted.

Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oradle. All rights reserved.




Initiating a PAF Workflow

ORACLE" Faculty/Assistantships PAF

Search Page

Type vl
Action ™

Status
Initiator |
PAF Num |
CI ICk the Pending Approver
Employee |
Add Attachments rompate [
button To Date I—
PAF Role |Initiator
’ Create PAF Workflow
Initiator Type Action Status Creation Dt PAF Num PeopleAdmin# Employee Action Completed Action Pending
Smith, Ms Lisa Gonzales Faculty Initial Pending 07-Oct-2015 120168439 LAST, FIRST V4 ’ Submit Approval I {

Home Logout Preferences
Privacy Statement



Initiating a PAF Workflow

Add Attachment

Add Desktop File/ Text/ URL ~

Attachment Summary Information

Title |

Description

Category Miscellaneous

Define Attachment

Type @ File

Browse...

@ URL

O Text

' Cancel ] | Add Another | v Apply |

Click the Browse button

Cancel

| Add Another | v Apply |




Initiating a PAF Workflow

[ Cancel ] Add Anothel \ [ Apply |
_

Click the Apply button

Add Attachment

Add | Desktop File/ Text/ URL ||

Attachment Summary Information

Title |
Description

Category Miscellaneous

- I Verify the PAF File name
matches the PAF Number

Define Attachment

Type @ File
OuwrL &
O Text

IC:\Users\lcgonzalesz\Documents\I201 68439 pdf

Cancel Add Another Apply

Home Logout Preferences Help
Copyright (c) 2006, Oracle. All rights reserved.

Privacy Statement

®125% v




Initiating a PAF Workflow

L& Confirmation

120168439.pdf attachment has been added successfully. A Confirmation message will display if successful

Type V]
Action
Status

Initiator |
PAF Num

Pending Approver | .
Employee |
From Date | @
To Date I = )
Click the

PAF Role |Initiator

Create PAF Wo Submit Approval

button

Initiator Type Action Status Creation Dt PAF Num PeopleAdmin# Employee Action Completed Action Pending Attachm
Smith, Ms Lisa Gonzales Faculty Initial Pending 07-Oct-2015 120168439 LAST, FIRST @ 2 Jsds Submit Approval | !Cancel PAF }

Home Logout Preferences
Privacy Statement




Initiating a PAF Workflow

iz Confirmation
PAF# 120168439 has been Submitted for Approval

Search Page

Type V|
Action v
Status

Initiator |
PAF Num

The Action Pending will Pending Approver | V]
indicate the next Approver Employee |

From Date I =]
To Date I @

PAF Role |Initiator v
Create PAF Workflow
Initiator Type Action Status Creation Dt PAF Num PeopleAdmin# Employee Action CompletedlAction Pending Attachments

o

Smith, Ms Lisa Gonzales Faculty Initial Approval Inprocess 07-Oct-2015 120168439 LAST, FIRST Proj Mgr = | S |J6 Submit Approval

Home Logout Preferences

Privacy Statement



Updating a PAF Workflow

Enterprise Search |AII | | Go | Search Results Display Preference IStandard .

Oracle Applications Home Page

Main Menu Worklist
Personalize " Full List |
# LIS Self Service Time From|Type nt |Due -
# [ Faculty/Assistantships PAF XXHR Personnel Action Fornf PAF#: 120168439 for LAST , FIRST has been Rejected. (7-Oct-2015
# LI yTRGV Emplovee Self Service “TIP Vacation Rules - Redirect o S

@ B8 UTRGY HR Front Desk View “TIP Worklist Access - Specify which users can view and act upon your notifications.

® LI UTRGV HRMS Academic Affairs

Click the Subject Line

of the rejected PAF




Updating a PAF Workflow

Oracle Applications Home Page >

(i) Information
This notification does not require a response.

PAF#: 120168439 for LAST, FIRST has been Rejected. VieW the Comments Section for
To Smith, Lisa information on corrective

Sent 07-Oct-2015 17:07:35

ID 51741680 actions for the updated PAF

PAF# : 120168439 has been rejected by: Hovey, Joseph
Comments:

[[OK ] | Reassign || Request Information

CORRECT SALARY
E I Click the PAF Attachment link to
[Z] PAF Attachment
download a copy for update
Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.

Click the Return to Worklist link

OK Reassign | | Request Information




Updating a PAF Workflow

ORAC'_GO E-Business Suite

B Favorite

Enterprise Search |AII | Go | Search Results Display Preference F

Oracle Applications Home Page

Main Menu Worklist
_ Personalize | Full List |
# [J Eis Self Service Time From Type Subject Sent Due

=] : ; There are no notifications in this view.
2| PAF Search/Create/Update Page vTIP Vacat[on Rules - Redirt_ect or guto-respond tp notifications.
v TIP Worklist Access - Specify which users can view and act upon your
THLOT

. notifications.
® [J yTRGV Employee Self Service

® [J UTRGV HR Front Desk View

# [J yTRGV HRMS Academic Affairs

Click the
PAF Search / Create / Update Page

link




Updating a PAF Workflow

Search Page

Type v
Action v
Click the Search button Status -
Initiator |
PAF Num |
Pending Approver v

Employee

From Date I
To Date I

PAF Role Initiator v

’ Create PAF Workflow

Initiator Type Action Status Creation Dt PAF Num PeopleAdmin# Employee Action Completed Action Pending Attachments
No search conducted.

Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.




Updating a PAF Workflow

Search Page

Type V]
Action .
Click the Status M

Add Attachments Initiator |

PAF Num

button Pending Approver | .

Employee |
From Date I— E

ToDate [ &

PAF Role |Initiator v

Create PAF Workflow

Initiator Type Action Status Creation Dt PAF Num PeopleAdmin# Employee Action Completed Action Pending :
Smith, Ms Lisa Gonzales Faculty Initial Rejected 07-Oct-2015 120168439 LAST, FIRST Proj Mgr = 2

Home Logout Preferences
Privacy Statement

[ Submit Approval I Cancel PAF l




Updating a PAF Workflow

Add Attachment
[Cance!] Add Anoﬂlell Agplyl I

Add |Desktop File/ Text/ URL
Click the Apply button

Attachment Summary Information

Title |
Description

Category Miscellaneous

— I Verify the PAF File name
matches the updated
PAF Number

Define Attachment
Type @ File I C:\Users\lcgonzalesz\Documents\I20168439-1.pdf

OURL S
O Text

[ Cancel ‘ Add Another ‘ Apply I

Home Logout Preferences Help
Copyright (c) 2006, Oracle. All rights reserved

Privacy Statement



Updating a PAF Workflow

‘_Hg Confirmation
120168439-1.pdf attachment has been added successfully.

A Confirmation message will display if successful

Type v
Action Y

Status

Initiator |

PAF Num

Pending Approver ‘
Employee |

From Date l— &

To Date ,— =)

PAF Role |Initiator 4
’ Create PAF Workflow
Initiator Type Action Status Creation Dt PAF Num PeopleAdmin# Employee Action Completed Action Pending Attachmer§
Smith, Ms Lisa Gonzales Faculty Initial Rejected 07-Oct-2015 120168439 LAST, FIRST Proj Mgr B 2 Jeds Submit Approval | ‘ I

Home Logout Preferences
Privacy Statement



Updating a PAF Workflow

iz Confirmation

OAF# 1201684391 has been Submitted for Anprova A Confirmation message will display if successful

Type V]
Action v

Status

Initiator |

PAF Num

Pending Approver I
Employee |

From Date | @

To Date l— @

PAF Role |Initiator v
’ Create PAF Workflow
Creation Action
Initiator Type Action Status Dt PRopleAdmin# Employee Action Completefl Pending Attachments
Smith, Ms Lisa Gonzales Faculty Initial APProval 07-Oct-2015 [20168439-1 LAST, Proj Mgr 20 Submit Approval |
Inprocess FIRST : .

Home Logout Preferences
Privacy Statement




Updating a PAF Workflow

Enterprise Search |AII | | Go | Search Results Display Preference IStandard .

Oracle Applications Home Page

Worklist
Personalize \ Full List
# CJEis self Service Time From |Type |Subject v |Sent |Due
# [ Faculty/Assistantships PAF XXHR Personnel Action For, ; : I ' 1 07-Oct-2015
# I UTRGV Employee Self Service XXHR Personnel Action Forfn PAF#: 120168432 for SMITH , LISA is Approved! 07§0ct-2015
® CJ UTRGV Fixed Assets Inquiry XXHR Personnel Action Forfn PAF#: 120168431 for faculty , test 2 is Approved! 07§0ct-2015
® CJUTRGV GL Budaet Revision User XXHR Personnel Action Form T 12000023 T0r 1eot] ;. ByLlaudia 1s Approvear 0/-0Oct-2015
LIRLV bL Dudget hevision User
® EJuTRGY GL Inqui ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
' UIRGV GL Inquiry

= Y TIP Worklist Access - Specify which users can view and act upon your notifications.
® I UTRGV HR Academic Affairs pecify S

® CJUTRGV LD Viewer
® I UTRGV PA/GMS Project Manager

# [ UTRGV Payables Inqui
® CJ UTRGV PO Inquiry

® I UTRGV Receivables Department User Once the updated PAF haS been
LI XXETS express Reports User approved at all levels, click

approval notice located in the
Worklist

Logout Preferences Help
Privacy Statement



Updating a PAF Workflow

Oracle Applications Home Page >
(i) Information

This notification does not require a response.
PAF#: 120168432 for SMITH , LISA is Approved!

Request Information

To Dole, Claudia
Sent 07-Oct-2015 15:56:55
ID 51741635
PAF#: 120168432 is Approved! The PAF document is attached to the notification for review.

Comments:
Click the OK button
Acknowledgement is not
— required, but recommended ]

[Z] PAF Attachment

Return to Worklist 0K Reassign Request Information

Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved







