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Worklist Overview Worklist Overview 
What is a Worklist?What is a Worklist? 
A Worklist is your HRIS "to-do" list.  When an HR event requires your attention, you will 
receive a notification to take action on the HRIS Management Center.  This notification or “to-
do” item will remain until you mark it worked.  This document will explain each HR event 
notification and what you should do when you receive these. 

What types of Worklist items will I receive? 
As a Supervisor, you will receive the following Worklist items: 
o Probation Period Ending 
o Permit Ending  
o Detail Assignment Ending 
o Performance Appraisal Due 
o License/Certification Expiring – New  
o Drivers License Expiring – New  

How do I access my Worklist? 
You can access your Worklist from the Management Center page in HRIS.   

Note: Your Management Center page may appear a bit different then the example below 
depending on your role in the organization. 
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Supervisor Worklist Items pageletSupervisor Worklist Items pagelet 
The Supervisor Worklist Items pagelet displays a snapshot of the items that are currently in your 
Worklist.  Only the most recent five notifications are displayed on the pagelet, but you can see a 
full list of items by selecting the Full Query Results link. 
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Describes the type of 
Worklist Item 

The Person who sent you the 
Worklist Item 

The time the Worklist Item 
was assigned to you. 

Working on your Worklist tasks 
Step 1:  You can get to the Worklist details by selecting the Worklist link in the upper right 
corner.   
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Step 2:  You are brought to the Worklist details page in HRIS. Step 2:  You are brought to the Worklist details page in HRIS. 

 

a

d cb 

 
# Item Description 
a Work List Filters This allows you to filter your list by the item selected. 
b Worklist Items Each line displays a separate Worklist item. 
c Link Selecting the link will bring you into the page where 

you can view employee details that triggered the 
Worklist notification. 

d Mark Worked This allows you to manually remove the item from 
your Worklist.  Worklist notifications should not be 
removed from your list until after you have taken 
appropriate steps to address the HR event. 

Step 3:  You can work on your Worklist items by selecting the link or navigating to the page.  
The details of the actions you may need to take are in the following section.
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Worklist Item Details Worklist Item Details 
Probation Period EndingProbation Period Ending 
Workflow is triggered when an employee’s probation period is ending in 60 days.  You can view 
the Probation Date by clicking on the employee’s name in your Worklist. 
 

 
 
You should work with your HRIS Department Rep or your HR Generalist to: 
o Retain the employee – the HRIS Dept Rep should enter probation complete in the 

employee’s Job record, or 
o Extend the probation period – the HRIS Dept Rep should update the probation date, or  
o Terminate the employee – the HRIS Dept Rep should terminate the employee’s Job record.   
 
To remove the Worklist item, you must click the “Mark Worked” button on your Worklist page. 
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Permit EndingPermit Ending 
Workflow is triggered when an employee’s temporary employment period is ending in 30 days.  
You can view the Expected Job End Date by clicking on the employee’s name in your Worklist. 
 

 
 
You should work with your HR Generalist to inquire about a Letter of Agreement to extend the 
permit if needed.   
 
To remove the Worklist item, you must click the “Mark Worked” button on your Worklist page. 
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Detail Assignment EndingDetail Assignment Ending 
Workflow is triggered when an employee’s additional assignment is ending in 30 days.  You can 
view the Expected Job End Date by clicking on the employee’s name or navigating in your 
Worklist. 

 
 
You should work with your HR Generalist to inquire about a Letter of Agreement to extend the 
detail assignment if needed.   
 
To remove the Worklist item, you must click the “Mark Worked” button on your Worklist page. 
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Performance Appraisal DuePerformance Appraisal Due 
Workflow is triggered when an employee’s review period ends in 30 days.  You can view the 
employee review period details by clicking on the employee’s name in your Worklist. 

 
You should complete and conduct an employee review, then complete an employee Job Change 
Form for your Department HRIS Rep to update your employee’s HRIS record.  Your HRIS Rep 
will also enter the next review period in HRIS.  
 
To remove the Worklist item, you must click the “Mark Worked” button on your Worklist page. 
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License/Certification Expiring 
Workflow is triggered when an employee has a license or certification on file in HRIS with an 
expiration date in 30 days.  Expiration notifications will only be sent for licenses or certifications 
that are required for the employee’s job (as defined by Employee Classifications).  You can view 
the employee’s license/certification detail by clicking on the employee’s name in your Worklist. 
 

 
 
You should contact your employee and let them know to ensure that all requirements of the 
license or certification are maintained prior expiration.  The employee should provide proof of 
the license/certification renewal to a Department Administrator so the expiration data can be 
updated in HRIS.  The employee also has the ability to update the expiration data using 
Employee Self Service.   
 
To remove the Worklist item, you must click the “Mark Worked” button on your Worklist page. 
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Driver’s License Expiring 
Workflow is triggered when an employee has a driver’s license on file in HRIS with an 
expiration date in 30 days.  Expiration notifications will only be sent for driver’s licenses that are 
required for the employee’s job (as defined by Employee Classifications).  You can view the 
driver’s license detail by clicking on the employee’s name in your Worklist. 
 

 
 
You should contact your employee and let them know to ensure that all requirements of the 
driver’s license are maintained prior expiration, including any commercial driver’s requirements.   
The employee must provide proof of the license renewal to a Department Administrator so the 
expiration data can be updated in HRIS.   
 
To remove the Worklist item, you must click the “Mark Worked” button on your Worklist page. 
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