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UNI Workflow

In order to process the approvals on the timecards, UNI Time will use the standard UNI
Workflow processes provided by Oracle. The system generates messages called notifications
that can be viewed through UNI Workflow. Notifications are either informational, e.g., ‘Y our
Timecard has been Approved’, or are requests for action, e.g., ‘ Timecard for John Smith needs
your approval’.

A timecard can be submitted for approval by the employee or Timecard Manager (TCM). If the
employee has no designated Timecard Approver, the timecard information is sent to the
supervisor as a notification for approval. If the employee has a designated Timecard Approver,
the timecard information will be sent as a notification for approval to the Timecard Approver. In
both cases an FY I notification will be sent to the employee stating that their timecard has been
submitted for approval, to whom and when.

If no action istaken to a Timecard Approva Notification within a given period of time, the
notification will time out.

On timeout, if the notification was initially sent to a Timecard Approver, a Timecard
Approval Notification will be sent to the supervisor of the assignment. [f the notification
to the supervisor times out, then a Timecard Final Approval Notification will go to the
supervisor’s supervisor for the assignment.

On timeout, if the notification was initially sent to a supervisor, a Timecard Final
Approva Notification will go to the supervisor’s supervisor for the assignment.

If there is no response to a Timecard Final Approval Notification, the timecard is set to a timed
out status and returned to the employee for resubmission or approval by a Timecard Manager
(TCM). The employee may contact their TCM to perform the approval or resubmit their
timecard for approval. Timecard Managers do not receive email notifications regarding timed
out timecards.

In all cases, the timecard will only require one level of approval in order to be processed by
payroll for payment.

Weekly Timecards will follow the following time out schedule:
1. Tuesday at 12:00 noon
2. Wednesday at 12:00 noon
3. Wednesday at 5:00 pm
Users will also have the option of establishing Routing Rules (a.k.a. Setting a Proxy). Staff who

will be out of the office and wish to have their notifications sent to someone e se should use
Routing Rules to establish a proxy.
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Viewing Notifications

1. Note: Thefirst five notifications appear at the top of the page under Worklist. To view the
notification details, click UNI Workflow User or Full List.
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2. The system will display alist of all open notifications.

ORACLE Homs Logout Prefersnces Helo
Workflow — - T

Select one or more notifications from the list and Open or Reassign them using the appropriate buttons. You may also click on the notification subjectto
open a particular notification.

View |oOpen Notifications = Go )

Select Notification(s) and ... Open ) | Delegate )
Select All | Select Mone
Select Type © |From  |subject / |sent |
T UNITime Workllow Process Timecard for (12-DEC-2004 to 18-DEC-2004) has been submitted to Mary A g con oppg
Merit for app...
[~ PO Send Notifications for Purchasing Purchase Requisition 20355 requires your approval 22-Jan-2004
Documents

Routing Rules
@ 1IP: Use Routing Rules to redirect or auto-respond to notifications

3. Sdect the notification you want to view by clicking in the box under Select and clicking the
Open button or click on subject underlined text. You can select all notifications by clicking
Select All and then clicking the Open button.

4. Not al notifications require action. The comment displayed below tellsyou “This
notification does not require aresponse”.
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Timecard for (12-DEC-2004 to 18-DEC-2004) has been submitted to Mary A Merit for approval

This notification does not require a response. [~ Close ) Delegate

From
To Student, Joe

Sent 08-5ep-2004 11:15:02
Motification ID - 351425

The timecard for (12-DEC-2004 to 18-DEC-2004) has been submitted to Mary A Merit for approval. Approval History

Sequence Who Action Date Hote
1 Mull 08-SEP-2004
0 Student, Joe Submit 08-SEP-2004
Eeturn to Worklist Step 1 0f 2 | Mext This notification does notrequire a response. [/~ -Close ) Delegate )

Home | Logout | Preferences | Help

5. Select one of the following buttons:
Close — closes the notification

Delegate — forward this notification to someone else for their action (normally, FY
notifications are not forwarded). The following box will appear:

r—

Subject(s) « Timecard for Joe Student (12-DEC-2004 to 18-DEC-2004) requires approval
= Delegate I ,e‘f
Comments 2z :I

Mes=age wil dizplay with each reassigned notification.

Return to Worklist ("cancel ) (" submit )

Home | Logout | Preferences | Help
Copyright 2003 Oracle Corporation. All rights reserved. Privacy Statement

s

6. Select aperson to delegate to by clicking on the flashlight *

7. Enter thelast name. Click @ next to the name and click select.

Search and Select: Delegate

Cancel ) | Select)
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By|DispIay Name;l | Super Go )
Results
Select Display Name User Name Originating System
@ Sammy Supervisor supervis Employes

Cancel Select

—34‘{5

8. Add commentsif needed and click Submit.
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Setting a Proxy

ORACLE

Logout Preferences Help

Applications Favorites )
("] Info_Tech Swcs responsibifity link to display the list of Edit Favorites )

(7 UNI Student Emplovee You have not selected any favorites.

Self S:_—:!r-;iu:e Please use the "Edit Favorites™ button to
(7 UNI Workflow User setup your favorites.

ze click «

Logout | Preferences | Help
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1. Click UNI Workflow User.

Select one or more notifications from the list and Open or Reassign them using the appropriate buttons. You may also click on the notification subject to
open a particular notification.

View [Open Nofifications =] Go )

Select Type From Subject Sent
There are no notifications in this view.

Routing Rules
@ 1P Use Routing Rules to redirect or auto-respond to notifications

S

2. Click Routing Rules.

Notification Routing Rules

You have not setup any notification routing rules. Please use the Create Rule button to create a new notification routing rule.

Return to Worklist . Create Rule )
3. Click the Create Rule button.

—
5 e—0O0—O0

Item Type Motification Rule Responss

Activating Type of Notification

Selectthe type of notification that will activate this rule.

Item Type |—AII— ;l
| "—Al-" iz selected, you will skip to Step 2.

Return to Routing Rules Step 1 of 3| Mext
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4. Using the drop down menu, select which types of notifications you want to create a proxy
for.

- All (to create a Proxy for All types of notifications)
- UNI Time Workflow Process (to create a Proxy for your UNI Time notifications
only)

5. Click the Next button.
—
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6. Enter the Start Date. Note that email notifications are created at 7:00 am. Monday —
Friday.

7. Enter the End Date.

8. Enter aMessage that you would like to include with each notification (optional).

9. Using the flashlight ? select the person who you want to be your proxy. Enter the
person’s last name. Do not select anyone withaHZ_PARTY Usernane.

10. Click Submit.

—

Motification Routing Rules

Hotification Rowting Rules

Rule Hame em Type Hotification Update Delete Status

Delegate: Supervisor, Sammy == =Al= m A ctive
BEeturn to Wiorklizt Create Rule

-
Home | Logout | Preferences | Help

11. To Update an existing Routing Rule, click on the Update icon.

12. Delete a Routing Rule; click on the Trashcan m icon.
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