Position Change Request — Approval Process

PROCESS OVERVIEW

The purpose of this reference guide is to provide an overview of Position Change Request
approval process. This document is set up according to the various tasks that may be
performed when using Position Change Request.

1. Begin at hcm.bgsu.edu

2. Enter Username and Password

3. Navigate: BGSU Menu > Human Resources > Position Change AWE >
Position Change Approval

Where do | go?

BGSU Menu > Human Resources > Position Change AWE >
Position Change Approval

SECTION |
NAVIGATION

Begin the process at
hem.bgsu.edu

Note: Please use Internet Explorer

(@' https://horn.bgsu.edu

Step 1: Enter USERNAME
and PASSWORD

Note: These will be your BGSU
network credentials.

Step 1a: Click Sign In

email directory asearch

MyBGSU.

ADMISSIONS

BGSU.

B O WLI
BGSU HCM Sign-in

ACADEMICS THE ARTS ATHLETICS LIBRARIES  A-ZLINKS

N G G R E E N S TATE UNTIVERSITY

PeopleTools: 8.53
Authentication: Idapprod

User ID |usemname

Bowling Green State University | Bowling Green, OH 43403-0001 | Gentact Us | Campus Msp | Accessitility Policy

Step 2: Click BGSU Menu >
Human Resources > Position
Change AWE > Position
Change Approval

BGSU Menu Personalize Content | Layout

= (3) Help
' [ PeopleTools ) Human Resources
Company Com| i Bensfils () Paosition Change AWE |
pany Directory =] ) )
| E Self Service e (7] Employes Fee Waiver F Position Change Approval
3 Manager Self Service . £ Dependent Fee Waiver || FPosition Chang

You can view the requests in
your approval queue on the
Position Change Approval

page.

In Approval Process = request
is waiting to be approved.

Rework =request has been
pushed back for changes.

IR

Print | New Window | Help | Personalize Page |

Approve Position Change
The list below contains position change requests requiring your approval. Select on an employee to view details and to
process the approval

Position Change Requests

Name Request Date Workflow Status Transaction Number.

09/23/2015 In Approval Process 14

0972312015 Rework 15

10/1/15
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SECTION Il
IN APPROVAL PROCESS

Step 1: Click BGSU Menu >
Human Resources > Position
Change AWE > Position
Change Approval

1®

[3 BGSUMenu Personalize Content | Layout (7) Help
3 PeopleTaoks £ Human Resources
Company O Gom i Benefits £ Position Change AWE |
ipany Directory =] . .
i Position Change roval
[ SeliService o =] Fee Wau{er R oot cnmﬂ PP
Search by Name| — pranager Self Service . =] DepgndeM Fee Waiver gtl w

Step 2: Click the name to see
details of request with In
Approval Process status.

Approve Position Change

The list below contains position change requests requiring your approval. Select on an employee to view details and to

process the approval.

Position Change Requests

Hame Request Date
09/23/2015

09/23/2015

T Y

Print | Mew Window | Help | Personalize Page | I

Workflow Status Transaction Humber
In Approval Process 14

Rework 15

Step 3: On the In Approval
Process page, you can
Approve, Deny, or PushBack
requests. Comments are
required for Deny or PushBack
options.

= Request will be

moved to the next approver. If
you are the final approver in the
approval process, data will be
updated and saved in HCM.

= Request will

be closed with no data update
will be made in HCM.

PushBack = Request

will be put in the last approver’s
list. Each approver must push
back the request until it is in the
originator’'s Position Change
Approval list. Originator will be
able to make changes and
resubmit request for approval.

Position Change
o -

* | Instructions

Print | New Window | Help | Personalize Page

Workflow Status In Approval Process

Requestor

Position Data Change

Transaction Number 15

Position Number 00003565
Current Information

Current Head Count 1
New Information

Status Change Date 090232015 09/012014
Job Code Lecturer 200012 Lecturer 900012
Union Code American Assn University Prof AUP American Assn University Prof AUP
*Department School of Teaching & Learning 113400 School of Teaching & Learning 113400
*Location School of Teaching & Learning 167000529 School of Teaching & Learning 167000529
*FulliPart-Time @ Part-Time Full-Time
*Reports To 00000015 00000015
*Position Title Lecturer Lecturer
Position Short Title Lecturer Lecturer
*Standard Hours O 20.00 40.00
*FTE @ 0500000 1.000000
*RegiTemp Regular Regular
Position Change Approval
* :Pending
Position Change Workflow
Self Approved Approved | Pending Not Routed
v -F"o:rtm-change orgnstor | ¥ ¥ cuget s speraver 7| O F:os.rtion Cr"\arlgeVF' torovers | 7| B Mﬁf&"&ﬁ“
02315 - 1:37 AM 0318 - 1:37 AM

Comment
Approver Name
Comment|
y
[Coomoe | [ oew | [ rotoas | |

10/1/15
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SECTION Il
REWORK

Step 1: Click BGSU Menu >
Human Resources > Position
Change AWE > Position
Change Approval

BGSU Menu

&
3 PeopleTools [ Human Resources S— e
Company Com)| i Benefits s} 'osition Change

ﬁgﬁ pany Directory s} ) B

Self Service > 9 Employee Fee Waiver POS!“P" Change Request
Search by Name — \ranager Seff Senvice N 3 Dependent Fee Waiver Posilion ChangeApproval

1 -Hil | Position Chan W

[t Worklorce Administration V Student E-Hire ga 2

Parennglize Content | Layout

(2) Help

Step 2: Click the name to see
details of request with Rework
status.

T Y

Approve Position Change
process the approval.

Position Change Requests

Hame Request Date Workflow Status
09/23/2015 In Approval Process
09/23/2015 Rework

The list below contains position change requests requiring your approval. Select on an employee to view details and to

Print | Mew Window | Help | Personalize Page | I

Transaction Humber
14
15

Step 3: Comments are
required when sending the
request back to original
requester.

Only the original requestor can
make changes. Approvers will
need to use the

S i button to
move the request back to the

original requestor’s approval list
for editing.

Position Change Approval

¥ :Pending (D ViewiHide Comments.
Position Change Workflow
Self Approved Approved Pending Pushed Back
v peition Change Originstor v Budget Office Approver €] Pasition Change VP Approvers *® oiton Approvers
09/23/15 - 11:37 AM 08/23015 - 11:37 AM 03/20/15 - 4:18 P

" Comments

Comment

Approver Name Rodney Rogers

Comment

@ Ghanges Made

PushBack

10/1/15
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