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Worklist Overview

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 | receive?

As a Supervisor, you will receive the following Worklist items:
Probation Period Ending

Permit Ending

Detail Assignment Ending

Performance Appraisal Due

License/Certification Expiring — New

Drivers License Expiring — New
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How do | 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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Hame Warklist Slgn aut

center] | Emplovee SeirSenice

Manager Notices Supervisor Worklist ltems =
WWelcame tathe improved City of Minneapolis HRIS application. C"Ck\xln ‘:I.e :"“1”’“"3‘ linkSstithetlopzanhiegpagesioinavigsieita
*fou will enjoy enhanced navination features and new interactive our vhorklist ftems
Management Reports. Worklist ltem Type ﬁl::{)]:)yee Date Time of Notification
2
= Detail Assignment 2006-08-08-
Important Links Ending Darrin Yaughn |00 54 41 000000
E Employee Review . . 2006-06-08-
Wiewy emplovee performance appraizal status information and Fetrmnit Ending Michael Wade 00.24.25.000000
scheduled dates. Wil 3006~ 06-06
¢ illiarm - 06-06-
S Schroad| 00.34.35.000000
=== Job Data Frohation Period Mark John 2006-06-06-
Enter job information including work location and compensation Ending Sauer 00.30.17.000000
details.
= Probation Period [\ oo |2008-08-06-
Ending 00.30.17.000000
Full Query Results
Anniversary Alerts
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Supervisor Worklist ltems 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.

(»)

Supervisor Worklist ltems =
Click on the Warklist link at the top of the page to navigate to
your YWaorklist items.
)Norklist tem Type :Eqmployee@ DateTime of Notiﬁcatim((D
SIS @ Describes the type of
Detail Assignment . 2006-06-06- Worklist Item
Ending DarrinMaughn | o 4 41 oooooo
Fermit Ending MichaelWade 2D08-06-06- @ The Person who sent you the
00.34.35.000000 .
Worklist Item
. . William 2006-06-06-
Permit Ending Schroed| 00.34.35.000000
Probation Period MarkJohn | 2008-06-06- @ The time the Worklist Item
Ending Sauer 00.20.17.000000 was assigned to you.
Frobation Period 2006-06-06-
Ending MarkSIetta 45 2017 gooooo
Full Guery Results

Working on yvour Worklist tasks

Step 1: You can get to the Worklist details by selecting the Worklist link in the upper right
corner.

Home: Worklist Sitjn out.
JM.\nnuemen( Cemer” Self Serice
Manager Notices Supervisor Worklist ltems =
Welcome to the improved City of Minneapolis HRIS application. CI'EkVT t:ﬁ :f\_t;urkhat link at the tap of the page to navigate lo
You will enjoy enhanced navigation features and new interactive your Worklist items.
Mg e T Worklist ltem Type El;::l]l:yee Date Time of Notification
= Detail Assignment 2006-06-06-
tmpgHant Cinks Ending DaminVaughn |5y 34 41000000
== Employee Review 2006-06-06-
“Wiews employee performance ppraissl status information and ERfmikEnting Michael Wade |50 e oooon
scheduled dates. T A
illiam -06-06-
Parmil Ending Schroed 00.34.36.000000
=== Job Data Probation Period Mark John 2006-06-06-
Ertter job information including work locsation and compensstion Ending Sauer 00.30.17.000000
detail
e Probation Period |0 2006-06-06-
Ending 00.20.17.000000
Full Guery Results
Anniversary Alerts
T = a— . . - # rl b o PR
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Step 2: You are brought to the Worklist details page in HRIS. v

Detail Assignment Ending

- ¥ |Employes Review Due
-
I @WorkLis‘tFilters: e Permit Ending

Probation Period Ending

Worklist for Portal_Supervisor: Portal Supervisor

Customize | Find | Yies

From Date From Work ltem Worked By Activity Priority Link

@ HRIS Sytem 1D 06252006 »E%?gnment Detail Assignment | 030364 1 Jason Hendrickso Mark Warked (CD |
nding :
HRIS Sytem 1D 060252006 E:%F_gnment Detail Assignment s | 030728 1 John W Lichliter Mark Woarked | |
nding
HRIS Sytem 1D 060252006 E:%?gnment Detail Assignment w | 030747 1 Paul D Mardinson Mark YWoaorked | |
nding
HRIS Sytem D OGMB2006 E:;jgnmem Detail Assignrment v | 105277, 1, Dattin Vaughn MarkWorked | |
naing
HRIS Sytem D 06/02/2006 E’;“V?éﬁ’%eue Employee Review Activity «| 061244, 0, Joanne R Clazan Mark Worked | |
HRIS Sytem D DGM2A2006 Ere”v?éi:’%eue Ernplayee Review Activity v | 0R1242 0 Cartie K Chan MarkWorked | |
# 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

Probation 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.

/ Employment Information

Jares P Fedor EmMF 1D: 0as0ay EmplRcd % 0
Crganizational Instance Roid: 0 Original Start Date: 1142414968 Override
Last Start Date: 1152471998 First Start Date: 1142413593
Termination Date; 010152000 Years Months Days
Org Instance Service Date: 1172471998 Owverride ':’ 1 1 a

Instance Record

Last Assignment Start Date: 1172411998 First Assignment Start: 11724119498
Assignment End Date: 012000

HomeMHost Classification: Home Years Months Days

Company Seniority Date; 1172411998 Override g7 1 1 a

Benefits Service Date: 1112471998 override ¥ 1 1 a8

Seniority Pay Calc Date: 1172411998 Override v 1 1 g

Probation Date: 121142006 |[= Leave Accrual Date: 11i24/1998 |3
Professional Experience Date: | 11/24/1998 ||z Last Verification Date: =
Business Title: Position Phone:

You should work with your HRIS Department Rep or your HR Generalist to:

0 Retain the employee — the HRIS Dept Rep should enter probation complete in the
employee’s Job record, or

0 Extend the probation period — the HRIS Dept Rep should update the probation date, or

0 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.
Mark Warked
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Permit 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.

| Work Location Y_Job Infarmation }” Jok Lakor

Eayroll

' BalargPlan | Compensation

James P Fedor

EmMP

15

096087 EmplRcd & 0

Find First [« 1of 1 [+ Last

=]

HR Status: Active Payroll Status:  Suspended
‘Effective Date: 01/01/2008 |3 Sequence: *Job Indicator | Primary Job b
Action / Reason: Pay Rate Change hd Collective Bargain Agrear
Current

Last Start Date: 11/24/1998 Termination Date: 01/01/2000
Expected Job End Date  |11/24/2040 [

Expected Return Date: Eﬂ
AR W b B A P o S S S Ry P g aa &

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.

Mark Worked
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Detail 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.

| Work Location _Job Information " Jop Lakor " Payroll SalaryPlan |} Compensation

James P Fedor EmMP (13 0960497 EmpIRcil % 0

Find First [« 1af1 (¥ Last
HR Status: Active Payroll Status:  Suspended El
‘Effective Date: 01/01/2008 |3 Sequence: 0 *Job Indicator | Primary Job b
Action / Reason: Fay Rate Change v Collective Bargain Adreer

Current
Last Start Date: 1102411998 Termination Date: 01/01/2000
Expected Job End Date  |11/24/2040 [
Expected Return Date: Eﬂ

FW__IE SR N T T R e R e R AR N

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.

mark Worked
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Performance 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.

{ Employee Review
Kristine Scheurle EmP 1Dz 096326 EmplRecd # 0
Business Unit: MPLMMN Minneapolis MM Company: MPL
Department: MPLS8RS Mews & Radio Department Position: nooo0anda
Job Code: 02630C Cany Ctr Ops Maint Specialst-C
Empl Status: A Regular Temporary: R FullPart Time: F

From Date ‘To Date ‘Review Type 'Review Status EI
07/01/2008 |[=) 063072007 |[=] Annual v Schedulad w

& save | S\ Return to Search | +[E Previous in List | +[E] Mexdt in List |

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.
Mark \Worked
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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.

[ Licenses and Certifications |

Crystal O Dejarlais Person ID: 061643
Licenses and Certifications Find | Yiew All First (4 1 o 1 [ Last
Competency

License/Certificate Code: CTO02E HAZMAT Cerification

Issue Date: 09/15i2006

License = ®12345

Issued By: State of MM

Expiration Date; Q91482007

License Verified

Renewal in Progress

Country: JSA, State:

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.
Mark \Worked
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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.

{ Drivers License

Crystal O Dejarlais Person I0: OB1643

Driver's License Information Find | Views All First [4] 1of 1 [¥] Last

Driver's License #: B123456890

Country: USA United States

State: (18] Minnesota

Issue Location: Issuing Authority:  State of M
Valid fromito: 06/0152005 06/01/2009

Mumber of Violations: 0 Number of Points: 0 License Suspended
Comment:

Eind |Miew Al First (4 1o 1 [ Last

License Type: Commercial Drivers Licenses would be listed hereas Class A BorC

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.
Mark Worked
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