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What is Workflow?
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What is Workflow?

- A change to an employee’s job, pay rate or
other key employment data that is initiated in
Manager Self Service must go through the
Workflow process in UltiPro.

- Workflow is a series of steps that allows for
review and approval of the change by various
other individuals in the organization before it is
completed.

- It also allows other stakeholders who need to
know the change has been made, but may not

need to approve the change, to act as 5
Observers. .
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type of Approval is required.

- Approval Level One - 2nd level manager (eg, the
manager directly above the initiator) or Department
Head. UltiPro uses the manager hierarchy to select
appropriate individuals as Approvers.

- Approval Level Two - either Finance (for Pay Rate
Changes, Org Changes and Transfers) or HR.

- Approval Level Three - If required (because t
Change results in a Pay Rate Change, Org Ch is

a Transfer), then HR is the 3rd approver.
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Workflow In Action:
Approver Selection
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CH Development, LLC
Geneva Weasley - 000200408
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Workflow In Action:
Notification Em
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The details of this reguest are accessible from within UltiPro, via the To Do view, under the Requests, Inbox menu item.

Please log in te TiPra ASAP to review this request. Plea tact the pesson whe initiated the change Potter, Harcld or the employ:

mments from the Initiator:

Ginny has recently completed her required training and cestifications and i w ready to be a PT. Documentation has been forwarded to HE. m the ma

mments from individuals within the workdlow process:

Potter, Harokd




HidD 0« 9=

T
File Message

ired: UltiPro Employee-Related Activity (Test Message) - Message (HTML)
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Delete Respond Quick Steps P Move Tags w | Editing Zoom | Barracuda Networks
From: Potter, Harold <messages-noreply Gultimatesoftware. com> Sent: Thu 10/29/2015 2:34 PM
To: Kozhushchenko, Victoria
Cc
Subject: Action Required: UltiPro Employee-Related Activity (Test Message)

A Change Job/Position, for Weasley, Geneva was initiated on 10/29/2015 2:33:39 PM.

You are the next individual in the workflow who has been designated to review this request for approval.

Email recipien
In the process.

e e e e

t's role

Where to get more info and
complete the action required.

L5

The details of this request are accessible from within UltiPro, via the To Do view, under the Requests, Inbox menu item.

Please log in to UltiPro ASAP to review this request. Please contact the person who initiated the change: Potter, Harold or the emplovee's manager: Potter, Harold, if yvou have anv questions.

|Comments from the Initiator:

Ginny has recently completed her required training and certifications and is now ready to be a PT. Documentation has been forwarded to HR. Notes from the manager

Comments from individuals within the workflow process:

E Potter, Harold
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Filtered by Initiated date range is between 08/03/2015 an: 27/2015 [Clear Filters] Displaying all records
Initiated Status
Initiated ~ Type Description Priority For By Approval Update ¥

08/24/2015 12:21:56 PM Manager Change Name, Address, or Telephone MNormal Geneva Weasley Harold Potter Approved Passed
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