SAMPLE — DRAFT WORKFLOW — New Hire, Rehire, Non Payroll SAP to Payroll SAP, Promotion (within Agency), Demotion (within Agency), Appointment change

NOTE: This workflow includes the salary approval process for the purpose of routing the form to various approvers. Itis

5 anticipated that the workflow will be triggered by either a manager or HR Administrator. This workflow draft starts with the HR
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SAMPLE — DRAFT WORKFLOW — New Hire, Rehire, Non Payroll SAP to Payroll SAP, Promotion (within Agency), Demotion (within Agency), Appointment change
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SAMPLE 2 — DRAFT WORKFLOW — New Hire, Rehire, Non Payroll SAP to Payroll SAP, Promotion (within Agency), Demation (within Agency), Appointment change

=~
CT) Send Notification to Master
g o NO »| Data Approver 1, Master Data »  End Process
o i ) A 2
5.3 | | Seeetes oo
S ?
= C salary accept:
> 8
8 (?) YES Approves form_ a_md routes to
% HR Administrator
<
\
v
o Processed
E Completes timely within Return form to Hiring Agency Send Notificafion
ﬁ required employee escalation Manager/Supervisor to Previous
ol information to period? : Is form Agency Role
; RETURN NO—— b
E process New Hire approved? Processors-Halt
Action 2 : Workflow
NO S
2 L 4 YES required of N
o Route to HR Leave Administrator FIEYELS
T
i YES
— ocess
. "~ Return form to HR T
o % 4 timely within YES Administrator Se?d,;\l otification
> escalation > © PO
© = : A Role | — >
7] . eriod? A gency Role
@ = Processes Time RETURN Processors-Halt
= Infotypes?? Workflow
X NO
I - v
< Route to HR Master Data
Approver
)
YES
>
S ¢
o Processes for
o a
pproval to approve e .
< N salary or update il sz leiol YES NO Send Notification to Previous Agency I
4"-5 CCJ system and to make Role Processors — Halt Workflow
8 IeT) correction to meet ke Ch it Is form
_ O payroll deadline NO MELE (© anges | ngeded approved?
Q $ and Send Notification to Update ECC System with completed h 4
0 Send Notification to HR Director — Halt Previous Processors data and activate to Active Status. End Process
g Workflow. HR Director has option to YES——» Send notification to Payroll
key directly into ECC with PA40 Administrator and Retirement
% Administrator




