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Using the Hold Extend Worklist

(Resulting from a Prob Extend in
Another Agency/Facility)

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

1. Click the Worklist KERERIEHN icon.
The Worklist page will display. Each row in this area acts as a folder, displaying

transactions that have similar characteristics.

a NYSTER & Home {2 viorkiist
Home » PenpleTools » Workiis! » Lise > Workdist Mew Window
Worklist for PERUSEI: PER User j (B ot
Detal ‘Business Process Activity Worklist Count
17 Detait | NY Hold Extend Leave NY Generated Hold Extend Oeneralad Hold Extend 1
2: " Detall NY Process Separation WY Generated SBeparation Generated Separation 1
_Sare Commens |

3:! 'l Sort l
el s

Field 'l ﬁe!dZ'I "} Field
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Worklist Field Descriptions

Field Description

Detail When pssed, calls up all notifications with common worlow
characteristics.

Business Process The form type of the notification.

Activity Describes where the notification is in NYSTEP workflow.

Worklist Last action taken against the notification.

Count The number of notifications within each row of the Worklist.

Access the Details

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 D¢l button for NY Hold Extend Leave.
The individual notification will appear in a Details box at the bottom of the page.

:W NYSTEP £ Mo

Home » PegpleTools » Worklist » Use > WorkHist News¥indow

1

Save Comments ]

] Worked SSN Roid# Agency Line  Name EffDate  Action Reason Descr L]

L 14 Available Worklh 111119111 0 0B000 15162 ProbexendWordist  03130/2004 HLD EXL [
i

Available SentFrom WA Comments

05/04/2004 HughesDoreenM |

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 Somments 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
1s 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

Field . Description

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 resuits in the order specified by
Field (1/2/3).

Save Comments When pressed saves any comments entered into WL Comments.

Details

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.

Mark Worked *f

(Available/Selected) Indicates whether or not the notification has been accessed.

Work It Opens the Employee Availability page for viewing.

SSN Social Security Number of the employee whose probationary leave
was extended.
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Field Description

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 where employee’s probationary
leave has been extended.

Name 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.

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

NOTE:

| and the data will sort as specified.

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.
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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.

%ﬁ NYSTEP & Harme
Homg » NY Persannel Management » incumbent Changs Request » laulrg > Employee Availability Dew Window

Probextend Worklist SSM: 111111111 EmpiRed#: 0

‘Classified veteran
Senvice:  05/13/1999 Status:  Non Vet Firefighter;

Pos# 00021140

Thie: 1441400 Assoc PersniAdmr 55 JC: D SGi 23 N 08
Location:. 0110 Albany Fum: GEN Phi Tag:
ActionRsn: 1ACG PROB EXT Appv Ends: Appt Status: T Spcity:

Prob Ends: 051192004 Traineeship Ends: FIPTARHRF Pd Lv Ends:
ENCUMBERING

iipeyn &if

Agency: (08000 Civil Sewvite Line#: 15162 Pos# 00036885 ApptiviChg N

Tile: 1405300 Benr Staffing SvRep 58; JC: 0 SG: 18 N 08 PogitionAvailability

Location: 0110 Albany Appt Status: ¢ Spcity:

ActionRsn: HLD EXTEND LY FIPTNRMR F Leave Begins: 04/0172003 Leave Ends: 0511972004
Emploves History

{2 warklist

To view another notification return to the Worklist by clicking the icon.

Worklists
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Using the Separations Worklist
(Resulting from XAG Appointments)

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.

1.  Click the Worklist k&

YWkl

Access the Worklist

2l icon.

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

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

a NYSTEP

Home » PagpleTools » Wurdist » Use > Worklist

Workhist for PERUSER PER User

Save Camments !

AR — e
1} Detail ] NY Hold Extend Leave NY Generated Hold Extend Generated Hold Extend 1
2} Detail ] NY Process Separation NY Generaled Separation Bensrated Separation 1
Fiekd 1: | v} Feaz | = sont
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Worklist Field Descriptions

Field ' Descriptiéb

Detail When pressed, calls up all transactions with common workfl
characteristics.

Business Process The form type of the transaction.

Activity Describes where the transaction is in NYSTEP workflow.

Worklist Last action taken against the request.

Count The number of transactions within each row of the Worklist.

Access the Details

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 | Detall {button for NY Process Separation.

The individual transaction requests will appear in a Details box at the bottom of the
page.

m NYSTEP

Home » PegpleToals > Woddisl » Use » Workdist New Window

Worked Rod¥ Agency Line  Name EffDate  Action Reason Descr 4

14f  Available Yoot 889898688 O 08000 15138 Gensepworkist 04/01/2004 SEP g:frcpe's"‘ |

Availlable Semt From WA Comments

06/04/2004 HughesDoreen™ |

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
request. In the WL Comments data field, enter any applicable notes. To keep these comments

the Save Comments utton 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 J 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.

%ﬁg 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

., Description
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 request has been accessed.
Work It Opens the Transaction Summary page for processing.
SSN Social Security Number of the employee being separated.
Rcd# Employment Record Number (If not 0, see the Concurrent

Appointment Request chapter).
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Field Description =

Agency Numeric code of the agency.

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

Name Name of employee being separated.

Eff Date The date the separation becomes effective.

Action The action code used to process the transaction.

Reason The reason code used to process the transaction.

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

Available Date the item became available on the Worklist.

Sent From 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.

WL Comments Explanatory notes.

Work with the Page

The results of a Detail search can be sorted in a variety of ways. Press the ZJ 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.

8

Press St | 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.

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 '#ENextinList) OR

(#5Previous inList] buttons. To return to the Worklist, click the ERALIES icon.
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Processing a System Generated Separation

% NYSTEP
Horme > NY Parsennel Management » incumbent Change Request > Use > Incoming Worklist Separations New Wingdow
Gensep Workiist

0470172004 Eff Seq:

gt SN i 7 s

Pos¥ 00036782 Agency. (800U Civil Service
Title: 1405400  Assor Staffing SvRep

A

Hem¥: 15138

Pos# 00021140 Agency: 01150 Employ Relains Status: P Xem#: 0DB1Y
Titie: 1441400  Assoc Persn) Admr 56: JODOSG 23 N 06 ProbWaive |7
Location: 0110 Albg Reasor. Transfer - Admin (852.6) Appointment Level Change 1™

ReasonCode: | Q) Do Not Separate Dual Employee [~
LvBegins: 0410172004

submit_|
LvEnds: 3
@Swe)

Incoming Worklist Separations Page Field Descriptions

Field Description

Name The employee’s name.
SSN The employee’s Social Security Number.
Empl Rcd # (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.)

Effective Date The effective date of the XAG appointment.

Eff Seq Effective Sequence number.

Action The Action being taken.

Separated From
Pos # The position number from which the employee is being separated.
Agency The agency code and agency name from which the employee is

being separated.
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Field Description

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

Item # The item number from which the employee is being separated.

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

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

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 from which the
employee is being separated.

Appointment Level If the employee was appointed to the position from which he/she is

Change being separated at other than budgeted level, this box will be
checked.

Receiving Agency

Info

Pos # The position number to which the employee is being appointed.

Agency 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
being appointed.

Reason Reason code used to make the appointment.

Appointment Level If the employee is being appointed to the position at other than

Change budgeted level, this box will be checked.

Separation Reason

Worklists 22A-13
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Field Description
Reason Code The reason code used to process the separation. This may
remove the employee from the item, or create a hold (leave).
Lv Begins The date the leave begins or blank.
Lv Ends The date the leave ends or blank.
Do Not Separate Dual If checked, indicates the employee is not separated. The gaining
Employee agency should have submitted the appointment as a concurrent
request.

Work with the Page

Separation Reason

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

1. Click the Q| and select the appropriate Reason Code for the separation.
OR

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.

1.  Click the Submit button.

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

NOTE: |[f 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.
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Remove Transactions from the Worklist

After the system generated 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.

QNVSTEP

Ae

If an agency has not i

submltted or DCS has Tile: 1405400 Assos Staffing SvRep 55 JC: 0 SG: 23 Nk DS

not proceésed the Pos Type:  Permanert Locations 0110 Albany

worklist item for a PosEstals: 02/06/1987 Pos Ends: /
system generated Rate:  Fundt GEN  PhiTag: 528 Y CSCEw:  Frozewy Waver: N Wabver Ends: !
separation in a position, ~=————2> There is an Unprocessed sep panel for smployes 866683888

this message will HCUMBERTS —— R e sl Fuot g q (B Laes
appear on Position FIRTARMR:  PTVR%:
Availability to indicate Title: 55 JG S& N

the Position may not be Appv Ends: Appt Status: Spchy:

vacant. ActionRsn: Prob Ends:

ENCUMBENTS

FIPTANRHR: PTAMR R
Tithe: 55 g SG NU:
ActionRen: Appt Status:  Leave Begins: Leave Ends:
”

= wsier
Homs > MY Petsonngl Management > Incurmbent Changs Regyest » Inguirg » Employee History New Window

Bensep Worklist SSN: 880898888 EmpiRcd#: O

If an agency has 1pat [

notsubmitted, Of  emoe  gcton . eswus  sww  Agmy | dc poss
DCS has not Seq Reason ¥ T Apptivt  Titie SG  Agy/Line#
processed the List# PTIVR%  VetCrt  Titlo Code /Message NU  ActionDt
worklist item fOI' a 0410172004 XAO Active Perm Employ Relam; 0 00021140
1 TR 8528 v F N Assoc Persnf Admr 23 01150 00BY1

Shparation, there w_ n e on_ounin
will be a SEP row 0410112004 SEP Separated  Cont  Civil Service 0 00036782
in the employee’s 0 vor N Assoc Stafling 8v Rep 23 08000 15139
history but the 100 N 1405400 05 05/042004
reason will be 03‘29{1]2001 :I: | :ﬂi’ﬁe Cont Civil envice 0 00036782

. N Assoc Staffing 8v Rep 23 08000 15139
\?\/Igpklii:tnitim (ias 2632500 100 N 1405400 05 051042004
processed.

£ -
g Fatun 1o Seareh}
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Transactions will only appear on the Facility’s Worklist if Main Office returns a transaction.

Access the Worklist

£

2 Warkli

1.  Click the Worklist

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

:" NYSTEP

Horne » PeopleTools > Warklist » Use » Worklist

& icon.

’ " " — gy T —

i f :
- 1| Detail 1 %NY Protess Hire

}NY Request Hire 1NY Facility

Worklist Field Descriptions

Facility Worklist

Description _
Detail When pressed, calls up all transactions with common workflow
characteristics.
Business Process The form type of the transaction.
Activity Describes where the transaction is in NYSTEP workflow.
Worklist Last action taken against the transaction.
Count The number of transactions within each row of the Worklist.
22A-16
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Access the Details

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 ' Detall 1 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.

User tor Ayency 10050

Fiokd 1: | ] o2 | xl reldx: | x] sot | Save Comments|

SSN Rcd# Agency Line  Name EffDate  Action Reason Titie Code  Availal

1 J Available Worklt 111111111 0 10050 00216 Sunshine,Suzy 06/09/2004 HIR  OCM 08122

Available  SentFrom WL Conunents

., PERITPM Userfor
0ar2212004 Agency 10180 !

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 putton 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 22A-17



Agency User Manual

NYSTEP System

To clear a transaction from the Worklist, click ‘f 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 1 (sort option)

Description

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.

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.

22A-18
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Field Description | .

Title Code The Title Code on the transaction.

Available Date the item became available on the Worklist.

Sent From The Main Office person who returned the transaction to the facility.
WL Comments Explanatory notes.

Work with the Page

The results of a Detail search can be sorted in a variety of ways. Press the ZJ 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.

Sont

Press | ] 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.

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.

1. Make any necessary changes to the transaction.

2. Press Submit.
A set of routing buttons will appear.
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m & Hurs
Home > 4Y Personnel Management  Incumbant Change Reaugst » Uge > Other Transaction Request New Yintlow
NYSTEP Workfiow

&

j . R‘etrac{ l

{Return]
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.
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Main Office Worklist

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

Access the Worklist

1. Click the Worklist RERERLARN icon.

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

@ wsiep

Home » PeopleToels > ¥orkdist > Lige > Worklist INew Window

.....

Workist tor PERUSER T

1i Datail 1 HY Enturmbent Hire NY E DOCB Requast Hire NY DOCS Main Office 1
2: Detail 1 NY Process Hire NY DOC8 Renuest Hire NY DOCS Main Office 3

Fiekd 1: | =l ez ] ] Fietan: ]| ¥l son | Save Gomments |

orklist Field Descriptions

Field =~ Description

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

Business Process The form type of the transaction.

Activity Describes where the transaction is in NYSTEP workflow.

Worklist Last action taken against the transaction.

Count The number of transactions within each row of the Worklist.
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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 Petil | 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.

% NYSTEP

rome > PeapleTools » Workiist > Uss » Worklist wiin

YWorkhst for PERUSERT: PEE eF for Agency 101
Detail INY Encumbent Hire

INYDOCS Main Office | 1

Mg Cmos

Field 4 i '*! Held 2 l ‘-"i Flold 3 i ;&i] Sort ] Save Cornt
RIS Lf

o Mk S RowrAgeny Lne  Name | * Action Reason Tile Code
1 J Avallable Worklh 111111111 0 10080 00216 Sunshine Suzy 060972004 HIR.  OCM
2 l Available Worklt 222222222 0 10050 00701 BackAib 06/06/2004 HIR  OCM
3 ¢ Available Worklt 444444444 0 10080 01209 HappyBee 06/06/2004 HIR.  OCM

i

gs/a/2004 P ER Userfor Agency |

10050

PER User for Agency
06/08/2004 oo |

PER User forAgency
06/08/2004 o |

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 | $ave Comments byton must be pressed. Once comments are entered they cannot
be deleted, but they may be edited.
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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

1S next accessed.

To clear a transaction from the Worklist, click J 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

Description |

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 *f

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.

Name The Name of employee.

Worklists
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£5escripti§n
Eff Date Te effective date of the transaction.
Action The action code used to process the transaction.
Reason The reason code used to process the transaction.
Title Code The Title Code of the position where the transaction is being made.
Available Date the item became available on the Worklist.
Sent From The Facility person who submitted the transaction to Main Office.
WL Comments Explanatory notes.

Work with the Page

The results of a Detail search can be sorted in a variety of ways. Press the Ll 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 .. 59" |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.

Review the transaction.

1.

N

Press Submit.
A set of routing buttons will appear.
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ETTR... "
Home > NY Personnel Managerment » incumbent Change
NYSTEP Workflow

Retract i Return’

§ Return l

You now have four options:

1.

2,

To Forward the transaction to DCS, press Submit.

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

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

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

Worklists
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