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Overview of WMU Electronic Workflow Forms

WMU Incidental Pay Form

The WMU Incidental Pay Form has replaced the paper one-time-pay form. The types of
payments that can be processed using an Incidental Pay are limited to the following:

Academic Award

Automobile Lease Payments
Clothing/Shoe Allowance
Distinguished Teaching Award
Graduate Assistant Lump Sum
Grievance Settlements
Longevity

Meal & Energy Allowance
Named Professorship
Performance Incentive

Staff Award

Student Award

Teaching Endorsement Program

An Incidental Pay Form can be submitted for an employee who has an active job record
or had an active job record during the current or preceding calendar year.

An Incidental Pay Form cannot be used to pay an employee for work performed.
Payment for hours worked of any type or duration must be processed using an online
Temporary Appointment form.

WMU Temporary Appointment Form

A Temporary Appointment Form is used to appoint individuals to a temporary
assignment. Temporary appointments can be processed for individuals who have never
worked for the University, for individuals who have held previous temporary
appointments, or for current benefits eligible WMU employees who will be performing
temporary work in addition to their current appointment.
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Requesting User Access

To process a PSHR WMU Electronic Workflow Form, you must have online security
access to the PeopleSoft WMU Workflow panels.

To obtain security access to the PeopleSoft WMU Workflow panels, complete and
submit the PSHR WMU Electronic Workflow Web Access Authorization form
located at: http://www.wmich.edu/hr/forms.htm#fbmha. Once you have been
authorized, the Web site address and your PeopleSoft UserID and password will be
sent to you via e-mail.

If you are unable to access the authorization form, or if you have questions regarding
user access, please contact Mary Jo Ward at maryjo.ward@wmich.edu or 387-3658.

Web Browser Requirements

The PSHR WMU Electronic Workflow works best with Internet Explorer version 7.0. If
you are using a Mac, the Firefox browser seems to work best.

Accessing the WMU Electronic Workflow Form Panels

1) Go to the Web site address provided to you when your online security access was
authorized.

2) Enter your assigned UserID and password.

3) lickét h 8igndn dutton.

PeopleSoft.
73 e S

User I0: \

Password: \

Forgot your password? Help?

To settrace flags, click here
Copytight © 2008 PuopleSeft, Ine
e den!

All rights c
this software may be owned by othen.
» Py and Gantid \

" and the Pe Soft logo are
otp Ine

(Rev 07/01/08) 2


mailto:maryjo.ward@wmich.edu

Processing a WMU Incidental Pay Form i Initiator Role

Note: Fields marked by an asterisk (*) are required.

Note: If an Initiator submits multiple WMU Incidental Pay Forms during the same
day, the Earnings Code and G/L Combo Code will automatically populate with
data from the last form submitted.

1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access WMU Incidental Pay Form
a) 6 Cl onoMM& Workflow under Menu on the left hand side of screen.
b) 6 CI ondMM& Workflow Forms.
c) €l i c k6 -olntidevitdd Bay Form.
d 6 Cl Add.k 6

Note: Do not enter a number in the WMU Form Number field. The system will
automatically assign a form number when the Incidental Pay Form is submitted.

o dhr I@BaseNavigatinnPage l_l ﬁ il
PoopleSoft, I
(Menu &

Search:
| &) L4 WMU Workflow

[ My Favorites
[ Worklist WHU Workflow menus

~ WU Workflow ﬁ WMU Workflow Forms ﬁ WMU Workflow Reports
[ WMU Workflow Forms
[ WMU Workflow Reports =l WMU - Incidental Pay Form = WU - Workflow Reports
> Reporting Tools = WMU - Temporary Appt Form

[ PeopleTools

— Change My Password
— My Personalizations
— My Systermn Profile -

3) Complete Form - See Appendix A for Screen Shot

ay Enter the Employeeds Employee | D number
i. The Employee ID Number must be entered in order to complete the
remainder of the form.
i. The empl oyeeds name and job title will a
confirm you have the correct employee.

Note: If the Employee ID entered is not valid, the system will display an error
message. Department must verify Employee ID with employee.
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b) Enter the Earnings Code.
i. 6 Cl ondhle boking glass icon to search and select appropriate code.
ii. The Account (formally known as Object Code) will automatically populate
based on the Earnings Code selected.

c) Enter the G/L Combo Code to which the Incidental Pay is to be charged.
i. G/L Combo Code = Fund + Department + Account (Account defaults upon
selection of Earnings Code).
ii. The Department and Executive Area associated with the Combo Code will
automatically populate once the G/L Combo Code has been entered.

d) Enter Payment Amount.
i. Enter full payment amount i DO NOT enter an hourly rate.
ii. Enter Payment Amount using dollars and cents (e.g. 1000.00; 122.50).

e) Add Comments.
i. Use the comments section for noting specific details about the payment.

4) Review the form

a) Carefully review the form prior to submittal. Once the form is submitted, it is
routed immediately to the Approveré s Visd r k

5) Submit Form
a) 6Cl i c kd buttoreatthedattone d the panel.
i. The Incidental Pay Form will automatically be routed to the appropriate

approver(s).

b) The WMU - Incidental Pay Form ID number will appear at the top of the panel
when fASavedo.

i. The WMU - Incidental Pay Form ID number is needed for tracking purposes.

c) The Status and Status Date attop of panelwilupdat e once t he
i. A St atusedff dirRoAippr o v atthedorm hasbeeon at e s
successfully submitted.

d) The Date submitted, Time submitted and Who submitted the form will appear in
t h ProcessLogdo b o x.
i. See Tracking WMU Electronic Workflow Forms for information on how to
find out where a form is in the routing process.

Note: The Initiator has the ability to cancel a WMU Incidental Pay at any time
during the approval process. The WMU Incidental Pay can not be canceled once
it has been loaded to the pay sheet. If it is necessary to cancel an Incidental Pay
after it has been loaded to the pay sheet, contact the Payroll office (387-2935).
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Processing a WMU Temporary Appointment Form i Initiator Role

Note: Fields marked by an asterisk (*) are required.

Note: If an Initiator submits multiple WMU Temporary Appointment Forms during
the same day, the Appointment Type, Job Code, Salary Administration Plan,
Charge To G/L Combo Code, Location and WMU Mail Stop will automatically
populate with data from the last form submitted.

1) Log into PeopleSoft
a) See Accessing the WMU Electronic Workflow Form Panels.
2) Access WMU Temporary Appointment Form
a) 6 Cl onoMM& Workflow under Menu on the left hand side of screen.
b) €lick6 o n 1Wkraporary Appt Form.
c) 6 Cl Add.k 6
Note: Do not enter a number in the WMU Form Number field. The system will
automatically assign a form number when the Temporary Appointment Form is
submitted.
3) Complete Form - See Appendix A for Screen Shot
a) Enter the Employeeds Employee I D or Soci al
i. An Employee ID or Social Security Number must be entered in order to
complete the remainder of the form.
Note: If you enter the Employee ID for a current employee, the Name fields, the
last four digits of theemp | oyeeds soci al asdegled9 Datewillnu mber
automatically populate. If these fields do not automatically populate, the

department must verify the Employee ID with the employee.

Note: If the Employee ID entered is not valid, the system will display an error
message. Department must verify Employee ID with temporary employee.

Note: If you enter the Social Security Number for a current WMU employee, the
Name Fields, I-9 Date and Employee ID will automatically populate. If these fields
do not automatically populate, the department must verify Social Security
Number with employee.

b) Enter Remaining Appointee Information.

Note: If the Employee is a new hire, you should enter home address information.
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c) Enter I-9 Date.

i. Use the following format: MM/DD/YYYY.

ii. If the I-9 has not been completed or is unknown, remember to have the
employee complete the 1-9 form (http://www.wmich.edu/hr/i-9form.htm)
within the first 3 days of employment.

iii. You may enter a new |-9 date if you have a more recent I-9 on file for the
employee.

d) Enter Appointment Information (See Appendix C).
i. Enter Appointment Type. &lickéon the looking glass icon to search and
select appropriate code. This will bring up all appointment types available.
ii. To look at specific appointment types, type in the first letter of three-digit
assignment type.

Example: Type O6HOG in Assignment Type search field
types only. F = Faculty, S = Salaried (exempt), H = Hourly (non-exempt).

iii. The Job Code, Salary Admin Plan, and Grade/Rank will automatically
populate once the Appointment Type has been entered.

iv. Enter Appointment Begin Date and Appointment End Date. The
Appointment Begin Date and Appointment End Date may automatically
populate depending on the Appointment Type selected.

Example: If you are entering a part-time faculty appointment for Fall semester, the
Fall semester begin and end dates will automatically populate. If you need to
change one or both of the dates, the new date(s) need to fall within the semester
timeframe, or you will receive an error message.

Note: For adjunct faculty, visiting professors, part-time instructors, additional
faculty appointments and overload appointments, credit hours need to be
entered. The FTE will populate once the credit hours are entered.

e) Enter Pay Rate.
i. Hourly Appointments - Enter Payment Amount using dollars and cents.

Exampl e: I f the empl oy e etdsllars and thirtycepta the r at e i s
Pay Rate should be entered as: $8.30.

ii. Salaried Appointments - Enter Payment Amount using whole dollars, do not
include cents.

Exampl e: I f the employeeds salary is five hun
entered as: $500.

iii. Salaried Appointments T Enter the payment amount based on the time
frame being worked.
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Example: If the employee should receive $8000 for 3 months work, enter $8000.
Do not enter monthly or biweekly salaries.

f) Enter the G/L Combo Code to which the Temporary Appointment is to be

charged.
i. G/L Combo Code = Fund + Department + Account (Account defaults upon
selection of Appointment Type).
ii. Once the G/L Combo Code is entered, the Location and WMU Mail stop will
automatically populate.

Note: You may change the Location and WMU Mail stop if they are different than
the default values.

g) Enter Work Phone
i. Enter the employeebs work number.

h) Enter Description of Work.
I.  Provide specific details about the payment.

Example: This employee will be typing draft grant proposals, preparing
presentation materials, and completing other project clerical work as needed.

i) For faculty positions, 6 C h e c ISigned Lieteer of Offer on File box and type in
the location of the letter.
i.  Provide department name for the location of letter.

4) Review the form

a) Carefully review the form prior to submittal. Once the form is submitted, it is
routed i mmediately to the Approverds

5) Submit Form

a) 6Cl i ko & 6 6mtton a the bottom of the panel.
i. The WMU Temporary Appointment Form will automatically be routed to the

appropriate approver(s).

b) The WMU T Temporary Appointment Form Requisition ID number will appear at
the top of the panel when ASavedo.
i. The WMU Temporary Appointment Form Requisition ID number is needed
for tracking purposes.

e) The Status and Status Date at top of

i. A Status of ARouted for Approval o
successfully submitted.
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c) The Date submitted, Time submitted and Who submitted the form will appear in

t h Brocéss Logobox.
I. See Tracking WMU Electronic Workflow Forms for information on how to

find out where a form is in the routing process.

Note: The Initiator has the ability to cancel a WMU Temporary Appointment Form
at any time during the approval process. The WMU Temporary Appointment
Form can not be canceled once it has been authorized. If you need to cancel a
WMU Temporary Appointment Form after is has been authorized, please contact
the HR Services office (387-3620).

Note: Once the temporary appointment end date has expired, a NEW Temporary
Appointment Form must be processed. You can not extend a temporary
appointment.

Example: An employee is hired from 7/1/06 to 12/31/06 for $7000. A NEW
temporary appointment form must be submitted for any work done after
12/31/06.
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Processing WMU Electronic Workflow Forms - Approver Role

Approvers are responsible for reviewing and approving, denying, or recycling WMU

Electronic Workflow Forms. There can be several levels of approval, depending on
the type of request and/or form submitted. Approval routing follows an automatic
predetermined sequence.

Once the Initiator submits a form, the form is added to the Approverd s

Wor kf |

Worklist. An e-mail is sent to the Approver stating that a form has been added to the
Approver 0Fhewma kll i sabject | ine

name.

1) Log into PeopleSoft

wi | | i ncl

a) See Accessing the WMU Electronic Workflow Form Panels.

2) Access Worklist

a) 6 C| ondMor@list under Menu on the left hand side of screen.
b) 6 Cl ondMorélist.
c) 6 CI ondink é open appropriate form.

Not e: To

sort by
leave blank to see all form types.

ﬂi‘ “1"}? I @ Base Mavigation Page

PeopleSoft.
Menu B

Search:

| |®

[» My Favorites
— Worklist
— Worklist Details
[ WIMU Workflow
[ Reporting Tools
[ PeapleTools
— Change My Password
— My Personalizations
— My System Profile

3) Review Form

f orm

[

type,

AnClick?o

Home

ow
ude t h

on Wor kIl

-8

Worklizt

Worklist

Maintain worklizt settings and monitor worklist.

Worklist
Review a worklist.

Worklist Details
Review waorklist details.

a) Questions regarding appointments and/or payment(s) should be discussed via an
off-line conversation.
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4) Choose an Approval Action

e Approve

If additional approvals are required, the system routes the Incidental Pay Form to the
next Approver.

If additional approvals are not required, the WMU Electronic Workflow Form is
authorized and sent for entry and/or payment. The Initiator will be notified via e-mail
that the WMU Electronic Workflow Form has been authorized.

e Deny

The Initiator and prior Approvers will be notified via e-mail that the form has been
denied and will not be processed.

e Recycle

Theformisret ur ned t o t hlestfdr nevision aad resuldmstital. wive k
Initiator and prior Approvers will be notified via e-mail that the form has been

recycled.
Note: If you need to change action prior to submitting thef or m, OClickd on
Wor klisté button to reset the form. Any comm

prior to reset will be erased.

WMU Approval Rule Set:

Customize | Find | # First E 10of1 m Last
Step Action Available Date Time Action Date Time Seq Name

Payroll Run 1D: |:|
Paycheck Date: I:I

& save S Add Update/Display

Deny

Approve

5) Add comments

a) Comments are required if the WMU Electronic Workflow Form is Recycled or
Denied.
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6) Submit Form

a) Once an action has been batenlakethe bottam ofteCl i ¢ k 6
panel.

i. The Action (e.g. approved, denied,
occurred, and Whotoo k ac
Logo box once

écycled), Date and Time the action
ion on the form wil/ ap
the form has been saved.

WMU Approval Rule Set:
Process Log
Step Action

Customize | Find | # First E 1 of 1 m Last
Available Date Time Action Date Time Seq Name

Payroll Run ID: I:I
iy Recycle Paycheck Date: I:l

s Add Update/Display

Note: Once the Approver has submitted the form, the work item will be removed
from the Approvero6s wor kIl i st

Note: The Initiator has the ability to cancel a form at any time during the approval
process.

e The WMU Incidental Pay can not be canceled once it has been loaded to
the pay sheet. If it is necessary to cancel an Incidental Pay after it has been
loaded to the pay sheet, contact the Payroll office (387-2935).

e The WMU Temporary Appointment Form can not be canceled once it has
been authorized. If it is necessary to cancel a Temporary Appointment
Form after it has authorized, contact HR Services (387-3620).
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Re-working a Recycled WMU Electronic Workflow Form

When an Approver Recycles a WMU Electronic Workflow Form, the system will route

the form back to the Initiatorés wor kIl ist.

via e-malil that the form has been recycled. The Process Log will indicate who Recycled
the form and when.

1) Log into PeopleSoft

a) See Accessing the WMU Electronic Workflow Form Panels.

2) Access Worklist:

a) 6 C| ondMor@list under Menu on the left hand side of screen.
b) 6 Cl ondMorélist.
c) 6 CI| ondirk o open appropriate form.

i. The word O6RECYCLEDO6 wil/l be included

[ h- B

i:i‘ "ﬁ' I @ Base Mavigation Page

PeopleSoft.

Search: Wain Meny =
[» My Favorites o _ _ : _
+ Worklist Maintain yorklist settings and monitor worklist.
— Waorklist = = Worklist Details
— Worklist Details E Rejview a worklist. E Review worklist details.

[ WMU Workflow

[ Reporting Tools

[ PeopleTools

— Change My Password
— My Personalizations
— My Systemn Profile

12
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