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When an agency extends an employee's probation and that employee has a probationary leave in
a different agency, the system automatically extends the probationary leave . The probationary
leave agency will receive notification of this extension on the Generated Hold Extend worklist .

NOTE : This type of transaction never shows up on the Main Office's Worklist .

Access the Worklist

Worklists

Using the Hold Extend Worklist
(Resulting from a Prob Extend in

Another Agency/Facility)

1 .

	

Click the Worklist

	

icon.
The Worklist page will display. Each row in this area acts as a folder, displaying
transactions that have similar characteristics .

TEP

Home > PenoieTOOls r VerkHst > UU r

Wai Mist for PERUSEIL PER Uset
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NY Hold Extend Leave

2 Detail

	

NY Process Separation
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Generated Hold Extend
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Generated Separation

Count
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Save Gomrne s

Avadthle Sort From Yet Conunerds
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Worklist Field Descriptions

Last action taken against the notification .

The number of notifications within each row of the Worklist .

? Business Process

Activity

Worklist

Count

Access the Detailsrill"
The Worklist is made up of transaction request data grouped by the Business Process (i .e . NY
Hold Extend Leave), its Activity (i .e . NY Generated Hold Extend), and the Worklist (i.e .
Generated Hold Extend) .

1 . Press the Detail button for NY Hold Extend Leave .
The individual notification will appear in a Details box at the bottom of the page .

TEP

Home * PeooleToal~ > Aioridist > Use Worklist

When pressed, calls up all notifications with common workflow
characteristics .

The form type of the notification .

Describes where the notification is in NYSTEP workflow .

Wnrkhst for PERUSE it PER User

Detail

Fi€st d , ~ _ f > Li Last

a

Detail

Piece"

e rail n NY Generated ep ration

	

Gene
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Available Workft 111111111

Name

rt

F""i I ""Ji

Eff Date Action Reason Descr

08000 15162 Probektend,Wortdist

	

0313012004 HLD EXL

Note: The top portion (Worklist for PER USER) of this page is explained above.
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Brief explanatory comments, limited to 30 characters, can be made in the Worklist regarding a
notification. In the WL Comments data field, enter any applicable notes . To keep these
comments the Save Comments button must be pressed . Once comments are entered they cannot
be deleted, but they may be edited .

Prior to a notification being selected from the Worklist, an item will be marked Available. After
having clicked the Work It hyperlink the notification will be marked Selected when the Worklist
is next accessed .

To clear a notification from the Worklist, click under the Marked Worked heading (when
you hover over the checkmark with your cursor, it will change to a red X . Ignore this and click
anyway). This will immediately remove the request row from the Worklist of all who had access .

NOTE: If a notification is inadvertently marked worked and removed from a
worklist, view the menu item for Employee Availability . Enter the SSN or
Name of the employee into the search dialog box .

Details Field Descriptions

Save Comments

Details

Mark Worked

(Available/Selected)

Work It

SSN

Field 1 (sort option)

Field 2 (sort option)

Field 3 (sort option)

Sort

Worklists

Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .) .

Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .) . Secondary sort order .

Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .) . Third level sort order .

When clicked, arranges the search results in the order specified by
Field (1/2/3) .

When pressed saves any comments entered into WL Comments .

When clicked, deletes the notification from the Worklist. When you
hover over the check mark with your cursor, it will change to a red
X. Ignore this and click anyway.

Indicates whether or not the notification has been accessed .

Opens the Employee Availability page for viewing .

Social Security Number of the employee whose probationary leave
was extended .
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Work with the Pager~t
The results of a Detail search can be sorted in a variety of ways . Press the ' at the end of the
Field (1/2/3) data box and select the field by which the results should be sorted . The data can be
sortedby three different fields . Field 1 will sort first, followed by Field 2 and then Field 3 .
Press '	Sort

	

and the data will sort as specified .

NOTE: The Find feature helps the user locate specific items on the Details
portion of the Worklist. For example, if a user is looking for a specific title,
click the Find hyperlink and in the search dialog box enter the title and
press OK. The system will bring you to the first occurrence in the portion
of the Worklist that you are accessing . Note : the data must be entered the
way the data appears in the Details portion of the Worklist . Partial
searches are accepted .

NYSTEP System

22A-6 Worklists

a

	

to

Rcd# Employment Record Number (If not 0, see the Concurrent
Appointment Request chapter) .

Agency Numeric code of the agency .

Line

Name

Line item number of the position where employee's probationary
leave has been extended .

__
Name of employee whose probationary leave has been extended .

Eff Date The date the probationary leave extension becomes effective .

Action The action code used to process the notification .

Reason The reason code used to process the notification .

Descr Title of the position where the probationary leave is being
extended .

Available Date the item became available on the Worklist .

Sent From If the Prob Extend submitted by the other agency is virtually
approved, it would be the person at the other agency who
submitted the transaction . If the Prob Extend submitted by the
other agency did not virtually approve, it would be the person at
Civil Service who processed the transaction .

WL Comments Explanatory notes .
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1 .

	

To view an individual notification, click Work It . The Worklist page will be replaced
by the Employee Availability page .

The Generated Hold Extend Notification displays as the Employee Availability page
for the employee whose probationary leave has been extended .

NYSTEP

Home. > V PersonnelManse		 ' I

Probexlend,VVorklist

Classified
Serwce: 0511311999

INCUb1BERING N tiFlat

	

I ;t

veteran
Status: Non Vet

SStt 111111111

EXQ(ilpt Vol
Fire! ter.." .

kel if ee
katicator :

To view another notification return to the Worklist by clicking the

Ernpl P" #:

EmoloveeHist9ty

icon .

Agency User Manual
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01150 Employ Retains Lam#: 00811 Pus #-. 00021140

	

Appt Lvl Chg N

Title.

	

1441400 AssocPersnlAdmr 55:

	

JC: 0 SG: 23

	

FAk 06

Location: 0110 Albany Fund: GEN Phi Tag:

	

P ito ailabi%

A ctiallRsn LAG PROS EXT Apprfnds: Appt Status. C SpcKK:

ProbEnds: 0511912004 Trainees* Ends: FTPTNRAtttF PdLvEnds.

ENCUMBERING

Agerw 08000 CMI Seance Lute #. 15162 Pos #: 00036895 Aq Lvl Chw N

TKie: 1405300 Sent Staffing SVRep 55:

	

JC: . 18

	

NU 06 PosttonAvailability

Location 0110 Albany Appt atus: C SpcKy:.

Actl

	

HLD EXTEND LV FTIATNRHR F Leave Bins: 10112003 Leave Erxs: 0511912004
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When an appointment resulting from a Cross Agency Appt Request (using the action code
XAG) is processed by DCS, the losing agency (the agency that the employee is leaving) is
notified of the appointment by an Incoming Worklist Separations page. These generated
separations appear in the Worklist of the losing agency .

22A-8

NOTE: This type of transaction never shows up on the Main Office's Worklist .
Once Submitted, it goes directly to DCS .

Access the Worklist

1 .

	

Click the Worklist

	

icon.
The Worklist page will display. Each row in this area acts as a folder, displaying
transactions that have similar characteristics .

WW

Home • Peoolelools' Wortdxst , W rklist

Worklist for 'i RliSEI' PER User

F I

Business Process_	_ _
NY Hold Extend Leave
NY Process Separation

Availlablle Sent From

Using the Separations Worklist
(Resulting from XAG Appointments)

NY Generated Hold Wend

NY Generated Separation

	

Generated Separation

Sort

NYSTEP System

Det. I .,r r {

I

eve Comments

Worklists
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Worklist Field Descriptions

"°"S NYSTEP

Hose > PeooleTools r'

	

QO1 >

	

>orkbst

I

	

Detail

I Detail

Worklists

Access the Details
rill"

The Worklist is made up of transaction request data grouped by the Business Process (i .e . NY
Process Separation), its Activity (i .e . NY Generated Hold Extend), and the Worklist (i .e .
Generated Separation) .

1 .

	

Press the "Detail button for NY Process Separation.
The individual transaction requests will appear in a Details box at the bottom of the
page.

Wm r USER PER Us* _l ,,, 3 L-fl

Business Process

,NY Hold E fiend Leave

J Field 2: (

Worked

	

SSN

When pressed, calls up all transactions with common workflow
characteristics .

The form type of the transaction .

Last action taken against the request .

The number of transactions w thin each row of the Worklist .

ener led Hold Extend

Detail I ~eparafi ~iq

Zj Field 3: 1

L

	

Name

Available Work It 8888$8888 0

	

08000 15139 rensep ;Worklist

Sort,	I

Ef Date Action Reason Descr

	

4

0410112004 SEP

	

Assoc Persnl
Admr

0510412004 Hugh Doreen M

Save Comments I

Note : The top portion (Worklist for PER USER) of this page is explained above .

Agency User Manual
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Brief explanatory comments, limited to 30 characters, can be made in the Worklist regarding a
request. In the WL Comments data field, enter any applicable notes . To keep these comments
the Save Comments button must be pressed . Once comments are entered they cannot be deleted,
but they may be edited .

Prior to a request being selected from the Worklist, an item will be marked Available . After
having clicked the Work It hyperlink the transaction will be marked Selected when the Worklist
is next accessed .

To clear a transaction from the Worklist, click under the Marked Worked heading (when
you hover over the checkmark with your cursor, it will change to a red X . Ignore this and click
anyway) . This will immediately remove the request row from the Worklist .

NOTE: If a transaction is inadvertently marked worked and removed from a
Worklist, it can still be accessed using the menu item for Incoming
Worklist Separation . Enter the transaction information into the search
dialog box .

Details Page Field Descriptions

When clicked, arranges the search results in the order specified by
Field (1/2/3) .

When clicked, deletes the transaction from the Worklist . When you
hover over the check mark with your cursor, it will change to a red
X . Ignore this and click anyway .

Indicates whether or not the request has been accessed .

Opens the Transaction Summary page for processing .

Social Security Number of the employee being separated .

Employment Record Number (If not 0, see the Concurrent
Appointment Request chapter) .

Field 3 (sort option)

Save Comments

Details

Mark Worked

Available/Selected)

Work It

SSN

Rcd#

NYSTEP System



NYSTEP System

Line

Name

Eff Date

Action

Reason

Descr

Available

Sent From

WL Comments

Agency

Work with the Page
r?*

The results of a Detail search can be sorted in a variety of ways . Press the -'-I at the end of the
Field (1/2/3) data box and select the field by which the results should be sorted . The data can be
sorted by three different fields . Field 1 will sort first, followed by Field 2 and then Field 3 .
Press	Sort

	

and the data will sort as specified .

Numeric code of the agency .

Line item n mber of the position from which the employee is being
separated .

Name of employee being separated .

The date the separation becomes effective .

The action code used to process the transaction .

The reason code used to process the transaction .

Title of the position from which the employee is being separated .

Date the item became available on the Worklist .

If the XAG virtually approved, it would be the person at the other
agency who submitted the transaction . If the XAG did not virtually
approve, it would be the person at Civil Service who processed the
transaction ..... .... . . . . . .............. . . . . . .............. . . . . . . . .. . ........... .. . . . . . . . ...........
Explanatory notes .

NOTE: The Find feature helps the user locate specific items on the Details
portion of the Worklist . For example, if a user is looking for a specific title,
click the Find hyperlink and in the search dialog box enter the title and
press OK. The system will bring you to the first occurrence in the portion
of the Worklist that you are accessing . Note: the data must be entered the
way the data appears in the Details portion of the Worklist . Partial
searches are accepted .

1 .

	

To work an individual transaction request, click Work It . The Worklist page will be
replaced by the Incoming Worklist Separations page .

To work another transaction without returning to the Worklist, click the 1=- Next in List OR
it= Previous in List buttons. To return to the Worklist, click the V'Voorkii ° • icon .

Agency User Manual
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Processing a System Generated Separation

I Name
r-
1 SSN

1 Empl Rcd #

Effective Date

Eff Seq........ . . . . . . . . . . . ...........
Action

i aura

Aensiip,Worldist

Me: UdIVIA4

	

LH Aq 0

	

OVA= 3KMA Yr

NYSTEP

Separated From

Pos #

22A-1 2

Agency

POs # :

	

000364:: Agency. -+Iim Gall aerate

nft

	

1405400
I Locators: min

	

Ahar-,

Posit :

	

00021140 Agency. 01150 EmployRelatns

TWW

	

1441400 Assoc ParsniAdmi

Location: 0110

	

Albany

	

Reason: Transfr-

RMUM Code:

LvBens :

Iv Ends:

SdYkY

Incoming Worklist Separations Page Field Descriptions

0410112014

> jncurn }entC > LIg - kictlitnog

The employee's name .

OPMpeps

Effective Sequence number .	 I	

The Action being taken .

Separations N1±

The employee's Social Security Number .

NYSTEP System

AQW

a

W=0 M W UMU,14

Status: P NVA"17e

	

ui3l i

55:

	

JC: 0 SG: 23 KU: 06

	

Ptob Waive

Admin (S52.6)

	

Jlppoiotment level

(Employment Record Number)

If an employee is (or was) being paid simultaneously from two or
more positions with different titles or status within one agency, OR
two positions in different agencies, the record of transactions
against each position is retained separately by Empl Rcd# . (See
the Concurrent Appointment Request chapter.)

The effective date of the XAG appointment .

The position number from which the employee is being separated .

The agency code and agency name from which the employee is
being separated .

Worklists
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I 0Y p

Status The status of the employee in the position from which he/she is
being separated .

Item # . . ............

	

. . .. . . . . . . .......

	

.
Title

The item number from which the employee is being separated .

The title code and title from which the employee is being
separated .

55, JC, SG, NU

Prob Waive

Location

The 55b/c status, if any, jurisdictional class, salary grade and
negotiating unit of the job from which he employee is being
separated .

Some Action Reasons allow the probation period to be waived . If
checked, this check box indicates that the probation period has
been waived .

Location code and location of the position from which the
employee is being separated .

Appointment Level
Change

Receiving Agency
Info

If the employee was appointed to the positio from which he/she is
being separated at other than budgeted level, this box will be
checked .

Pos #

Agency

The position number to which the employee is being appointed .

The agency code and agency name to which the employee is
being appointed .

Status The status of the employee in the position to which he/she is being
appointed .

Item # The item number to which the employee is being appointed .

Title The title code and title to which the employee is being appointed .

55, JC, SG, NU The 55B/C status, if any, jurisdictional class, salary grade and
negotiating unit of the job to which the employee is being
appointed .

Prob Waive Some Action Reasons allow the probation period to be waived . If
checked, this check box indicates that the probation period has
been waived .

Location Location code and location of the position to which the employee is i
being appointed .

Reason Reason code used to make the appointment.

Appointment Level
Change

If the employee is being appointed to the position at other than
budgeted level, this box will be checked .

Separation Reason
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1 .
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Work with the Page

Separation Reason

The losing agency is required to process the Incoming Worklist Separations page. There are
two options :

OR

1 .

	

Click the

Click the Submit button .

NOTE: This type of transaction never shows up on the Main Office's Worklist .
Once Submitted, it goes directly to DCS .

NYSTEP System

The reason code used to process the separation. This may
remove the employee from the item, or create a hold (leave) .

The date the leave begins or blank .

The date the leave ends or blank .

If checked, indicates the employee is not separated . The gaining
agency should have submitted the appointment as a concurrent
request.

and select the appropriate Reason Code for the separation .

2 . If the employee is being appointed to an additional job and is going to continue
to be paid from the position displayed in the Separated From work group, in
the Override System Generated Separation work group, mark the check box
Do Not Separate Dual Employee .

NOTE: If the separation reason is MLV, NYSTEP will enter the Lv Begins and
there is no Lv Ends . If the separation reason is PBL or LIT, NYSTEP will
enter the Lv Begins and the Lv Ends .

If an agency needs to separate an employee who has accepted an XAG appointment, before
receiving the Incoming Worklist Separations page the agency can submit a separation
transaction using the Other Transaction Request option .

Worklists
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Remove Transactions from the Worklist

After the system genera ed separation page has been submitted to DCS, no changes can be made
at the agency level . The transaction is automatically removed from the worklist of all who had
access .

*49#Wl 08000

If an agency has not
submitted, or DCS has
not processed the
worklist item for a
system generated
separation in a position,

	

%we is a"wwoc

this message will
appear on Position
Availability to indicate
the Position may not be
vacant .

If an agency has
not submitted, or
DCS has not
processed the
worklist item for a
system generated
separation, there
ill be a SEP row

in the employee's
history but the
reason will be
blank until the
worklist item is
processed .

Worklists
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TOW, 1 05 00 Assoc Staffing SvRep

T

	

Permanent Locodun: Oil

Pos Estab: 02/0611997 Pos Ends:

6:

	

Fuart GEN PM Tags

o.e to oh)

~Wfi Ser,irP

Incur i itn 8098 Requesl ~

55: JC:

itlt.tthltfli iS i41-151 is<t

.

FTPTAyM R

S6

	

Nth

Leave Begins:

	

Leave Ends:

Position Summary

Position AAlabiily

Pas a: O1n~n'8Y

PTNR %:

PTMt %:

Agency User Manual

EmployeeAvailability

Ratter to s4aoh
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T

Homey NYPeIsonnei Manan ant* Incumb Chance Reau

	

anuuire, x Employee History Newwindow

Oensep,Worktist SSN 888888888 EMO 0

Errs
Seq

Action EE St
FT /PT
PT 1VR % V

Die
Two Code I Mess"

JC PosN
SG AtArnine #
NU Action Dt

0 /01/2004 XAO Active

	

Perm

	

Employ Retains 0

	

00021140

1

	

TR 852 .6 F

	

N

	

ersni Admr 23

	

01150 00811
100

	

N

	

1441400 06 05104/2004

04/01/2004 SEP

	

Separated

	

Cont

	

Civil Service

	

0

	

00036782

0

	

1

	

F

	

N

	

Assoc Staffing Sv Rep

	

23 08000 15139
100

	

N

	

1405400

	

06 05/0412004

03/29/2001 NIR

	

Active

	

Cont

	

Civil Service

	

0

	

00036782

0

	

OC

	

I

	

F

	

N

	

Assoc Staffing Sy Rep

	

23 08000 15139

2832500

	

100

	

N

	

1405400

	

06

	

05104/2004

Albany

CSC Exr :

for

55:

	

JC: 0 SG: 23 Mk 06

From

660168008
Vf-,ko

FTAnTNRMR

Nth

Appt Status: SKY*

Prob Ends
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Facility Worklist

Transactions will only appear on the Facility's Worklist if Main Office returns a transaction .

Access the Worklist

1 .

	

Click the WorklistWONI t icon .
The Worklist page will display. Each row in this area acts as a folder, displaying
transactions that have similar characteristics .

Home > Peoole1oQj~q > Workhst > Usq *Workist

Workhst for ITF4USEIQ : PER User t-car Agency 111050

Work/1st Field Descriptions

1 :

Business Process

Activity

22A-1 6

NYSTEP System

Details 7

F t Sort

in

ave Comments

The form type of the transaction .

Describes where the transaction is in NYSTEP workflow .

Last action taken against the transaction .

The number of transactions within each row of the Worklist .

When pressed, calls up all transactions with common workflow
characteristics .

Worklists
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The Worklist is made up of transaction request data grouped by the Business Process (i .e . NY
Process Hire), its Activity (i .e . NY Process Hire), and the Worklist (i .e . NY Facility) .

1 .

	

Press the Detail button for the type of transactions you want to view .
The individual transaction requests will appear in a Details box at the bottom of the
page.

HYSTEP

> PeooleTools > Werioisi > Use >Workiist

Field 1 : 1

Wurkhst fur PER PER User for Agency 1 J

P! ,' R + .1ue , t H!i

iLJ

Process

Access the Details

Uelalls I

SSN

Available 1QbJ11 111111111

Rcd# Agency Lira

10050 00216 Sun hine;Suzy

Sort

Agency User Manual

EU Date Action Reason Title Code Ave"

0610912004 HR UCM

Save Comments',

061221

Available Sent From

	

WL Comments

0612212004 PERfTPM Used
Agency 10160

Note: The top portion (Worklist for PER USER) of this page is explained above .

Brief explanatory comments, limited to 30 characters, can be made in the Worklist regarding a
transaction . In the WL Comments data field, enter any applicable notes . To keep these
comments the Save Comments button must be pressed . Once comments are entered they cannot
be deleted, but they may be edited .

Prior to a transaction being selected from the Worklist, an item will be marked Available . After
having clicked the Work It hyperlink the transaction will be marked Selected when the Worklist
is next accessed .

Worklists
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To clear a transaction from the Worklist, click ' under the Marked Worked heading (when
you hover over the checkmark with your cursor, it will change to a red X . Ignore this and click
anyway). This will immediately remove the request row from the Worklist of all who had access .

NOTE: If a transaction is inadvertently marked worked and removed from a
worklist, go to the Use menu option, and the appropriate component for

Field 1 (sort option) Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .) .

Field 2 (sort option) Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .) . Secondary sort order.

Field 3 (sort option) Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .) . Third level sort order.

Sort When clicked, arranges the search results in the order specified by
Field (1/2/3) .

Save Comments

	

When pressed saves any comments entered into WL Comments .

Details

Mark Worked

	

When clicked, deletes the transaction from the Worklist . When you
hover over the check mark with your cursor, it will change to a red
X. Ignore this and click anyway .

(Available/Selected)

	

Indicates whether or not the transaction has been accessed .

Work It

	

Opens the transaction page for viewing .

SSN

	

The Social Security Number of the employee .

Rcd#

	

Employment Record Number (If not 0, see the Concurrent
Appointment Request chapter) .

Agency

	

Numeric code of the agency .

Line

	

Line item number of the position being used for the transaction .

Name

	

The Name of employee .
f

Eff Date

	

The effective date of the transaction .

Action

	

The action code used to process the transaction .

Reason

	

The reason code used to process the transaction .

Details Field Descriptions

22A-1 8
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1 .

2 .

Worklists

Work with the Page

The results of a Detail search can be sorted in a variety of ways . Press the  at the end of the
Field (1/2/3) data box and select the field by which the results should be sorted . The data can be
sorted by three different fields . Field 1 will sort first, followed by Field 2 and then Field 3.
Press =	Sort

	

and the data will sort as specified .

Date the item became available on the Worklist .

The Main Office person who returned the t

Explanatory notes .

Agency User Manual

NOTE: The Find feature helps the user locate specific items on the Details
portion of the Worklist. For example, if a user is looking for a specific title,
click the Find hyperlink and in the search dialog box enter the title and
press OK. The system will bring you to the first occurrence in the portion
of the Worklist that you are accessing . Note: the data must be entered the
way the data appears in the Details portion of the Worklist . Partial
searches are accepted .

The following steps are followed whether the transaction is being submitted to the Main Office
for the first time, or a worklist item is being resubmitted to the Main Office .

Make any necessary changes to the transaction .

Press Submit .
A set of routing buttons will appear .

22A-1 9
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Homo, s j IY Per=or , n~ t~anaae'mer4 Incumtent ~g ~t > > Other Transaction Request New W ndow,

NYSTEP Workflow

RetractSu ml

I ReturnI

You now have three options :

1 . To Forward the transaction to Main Office, press Submit .

2 .

	

To Retract the transaction (which would eliminate the transaction), press
Retract. The transaction will disappear .

3 . To Return to the transaction page, press Return .

NYSTEP System

22A-20
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Main Office Worklist

Transactions on this Worklist have been submitted to Main Office by the Facilities .

Access the Worklist

Detail

Worklists

1 .

	

Click the Worklist

	

icon.
The Worklistpage will display. Each row in this area acts as a folder, displaying
transactions that have similar characteristics .

Home. k ftgal i

'1 tlStlt1 : ~[RTI t

	

r tq ncy1t31rlJ

field 1 : i

Husieess Proem

	

Adhft
r Y Encumbent Hire

	

I~NYE 0008 Request Hire,
3NY DOCS Request Hire

-- --

Count

NY DOGS Main Office I
NY DOGS Main Office

Sort	I

Work/1st Field Descriptions

Agency User Manual

Business Process

Activity

Worklist

Count

The form type of the transaction .

Describes where the transaction is in NYSTEP workflow .

Last action taken against the transaction .

The number of transactions within e ch row of the Worklist .

When pressed, calls up all transactions with common workflow
characteristics .
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Access the Details

The Worklist is made up of transaction request data grouped by the Business Process (i .e . NY
Encumebnt), its Activity (i .e . NY Generated Hold Extend), and the Worklist (i .e . Generated
Separation) .

1 .

	

Press the Detail i button for the type of transaction you want to view .
The individual transaction requests will appear in a Details box at the bottom of the
page.
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NYSTEP System

Gave Corm

Note: The top portion (Worklist for PER USER) of this page is explained above .

Brief explanatory comments, limited to 30 characters, can be made in the Worklist regarding a
transaction . In the WL Comments data field, enter any applicable notes . To keep these
comments the Save Comments button must be pressed . Once comments are entered they cannot
be deleted, but they may be edited .

Worklists

Available Sent From '. C s

0610912004 PER User for Agency
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0610912004 PER User for Agency
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Red Agency time Elf Date Action Reason T C

Available WOrkIt 111111111 0 10050 00216 Sunshine;Ruzy 0610912004 HIR

Available Work It 222222222 0 10050 00701 Back,Ai B 0610912004 HIR 0CM

Available Workit 444444444 0 10080 01209 Happyeee 0610912004 HIR 0CM
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Prior to a transaction being selected from the Worklist, an item will be marked Available. After
having clicked the Work It hyperlink the transaction will be marked Selected when the Worklist
is next accessed .

To clear a transaction from the Worklist, click under the Marked Worked heading (when
you hover over the checkmark with your cursor, it will change to a red X . Ignore this and click
anyway) . This will immediately remove the request row from the Worklist of all who had access .

NOTE: If a transaction is inadvertently marked worked and removed from a
worklist, go to the Use menu option and the appropriate component for the
transaction . Enter the appropriate search criteria into the search dialog
box .

Details Field Descriptions

Field 2 (sort option)

Field 3 (sort option)

Sort

Save Comments

Details

Mark Worked

(Available/Selected)

Work It

SSN

Rcd#

Agency

Line

Name

Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .). Secondary sort order .

Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .) . Third level sort order.

When clicked, arranges the search results in the order specified by
Field (1/2/3) .

When pressed saves any comments entered into WL Comments .

When clicked, deletes the transaction from the Worklist. When you
hover over the check mark with your cursor, it will change to a red
X. Ignore this and click anyway .

Indicates whether or not the transaction has been accessed .

Opens the transaction page for viewing .

The Social Security Number of the employee .

Employment Record Number (If not 0, see the Concurrent
Appointment Request chapter) .

Numeric code of the agency .

Line item number of the position .

The Name of employee .

Field 1 (sort option)

Worklists

Sorts the displayed results by the data field chosen (i .e . Action
Code, Title Code, etc .) .
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The action code used to process the transaction .

The reason code used to process the transaction .

The Title Code of the position where the transaction is being made .

Date the item became available on the Worklist .

The Facility person who submitted the transaction to Main Office .

Eff Date

	

The effective date of the transaction .

Action

Title Code

Available

Sent From

WL Comments

22A-24

1 .

	

Review the transaction .

2 .

	

Press Submit .
A set of routing buttons will appear .

Explanatory notes .

Work with the Page

The results of a Detail search can be sorted in a variety of ways . Press the ' at the end of the
Field (1/2/3) data box and select the field by which the results should be sorted . The data can be
sorted by three different fields . Field 1 will sort first, followed by Field 2 and then Field 3 .

Press'	5art __.__` and the data will sort as specified .

NOTE: The Find feature helps the user locate specific items on the Details
portion of the Worklist. For example, if a user is looking for a specific title,
click the Find hyperlink and in the search dialog box enter the title and
press OK. The system will bring you to the first occurrence in the portion
of the Worklist that you are accessing . Note: the data must be entered the
way the data appears in the Details portion of the Worklist . Partial
searches are accepted .

NYSTEP System

Worklists
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o e, I Personnel Mensae	I

You now have four options :

1 .

	

To Forward the transaction to DCS, press Submit.

2 .

	

To Retract the transaction (which would eliminate the transaction), press
Retract . The transaction will disappear .

3 . To Return the transaction to a Facility, press the Return button to the right of
the Retract button .

4 . To Return to the transaction page, press the Return button below the Submit
button .

Worklists
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