HRJT Troubleshooting — Personnel Entry

NOAEPAF

Home Organization Termed: The D-Level Org value has been invalidated and has not been
updated on PEAEMPL. Update the Home Orgn field on PEAEMPL before continuing.

Last Paid Date is greater than effective date: The employee’s PHAHOUR record must be re-
extracted by payroll, if possible. If payroll processing is not in process, Workflow and the
Electronic Approval should be stopped by the Workflow Administrator before re-entry of
termination information in NEA2TRM can occur (to process a termination date that coincides with
the Last Paid Date).

Personnel Date cannot be prior to Current Hire Date: Assessment of the appropriateness of the
Current Hire Date may be necessary. Change the Current Hire Date in PEAEMPL, if need be, or
change the Personnel Change Date to accommodate the Current Hire Date.

ERROR: Position/Suffix invalid for ID: This message may appear as a pop-up window or in the
status line at the bottom of the NOAEPAF form. The error message is generated when a
position/suffix on which the employee was never paid was entered in NEA2TRM. The HRJT
workflow has deleted effective date records for this position/suffix in NBAJOBS, and the workflow
cannot proceed.

@ *ERROR* Position/Suffix invalid for ID; press CNT QRY
- HITS for current jobs.

Review the NER2JRD report under the Personnel reports folder in Vista Plus. The report will list
the employee’s job record matching the termination date was deleted from NBAJOBS as part of the
HRJT workflow process.

Contact the HR Helpline at syhr@alaska.edu to report the error message; include all information
known regarding the job records that were deleted in NBAJOBS (or note the NER2JRD report date
in which the employee was reported).

HR Systems will stop the HRJT workflow for the employee. HR Systems will then have the job
records reinserted into the NBRBJOB and NBRJOBS tables. Once the reinsertion is completed, HR
Systems will contact the personnel technician to delete the position/suffix assignment from Banner.

Once the position/suffix records are deleted from Banner, the department must then reenter the
employee’s termination information in NEA2TRM using the appropriate position/suffix, termination
date, and last day worked date.

Routing Error

If the auto-help line displays a message of “User Id(s) must be entered on Routing window,”
click on the Routing Tab of the NOAEPAF form and enter your user ID in the User ID
column with a level code of “Apply.” To prevent this error from happening in the future, the
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FAQ: General Troubleshooting for Workflow

How do | know if the personnel process is complete and/or if the Workflow has stalled?
To verify that the personnel process has completed in Workflow for the employee (or to
verify that the process has not stalled), select “Workflow Status Search” from the left menu
in Workflow. Enter search criteria in the “Workflow Specifics Name” field (enter an asterisk
“*” on either side of the entry as wild card values) and select “Search.”

:a Workflow Status Search

alLogoff (- IHalp

waorkflow Organization:
workflow Specifics Name: [*Dirt~ |
Business Frocess Name: | ~|
Definition Organization: Mame and version
Start Date: | |E TU‘ |E
era oate [ Lol )

| search | [ clear Search | [ Reset |

TOP  ered by SUNGARD
HIGHER EDUCATION

The results of your search will be displayed. Select the appropriate item and the Workflow
Status window for the item will appear. See the example below.

If the Workflow has successfully completed through the payroll portion of the Workflow, the
“running man” will be on the PEAESCH box. Note that the running man will only remain at
this step in the Workflow until a personnel technician selects “PEAESCH?” from their
Worklist and proceeds to the next point in the Workflow. Any items in the Workflow that
are completed are marked with a green check mark.

If the “running man” is at a personnel activity (such as NOAEPAF or PEA2EMP) but is not
on your Worklist, the Workflow may be stalled or the Worklist item may have been selected
by another payroll technician. Only one technician can reserve a selected Worklist item at
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one time. If the item has been selected by another technician, that person must complete the
entry or “Release” the item back to the Worklist. The item can be released:

> by selecting the “Workflow Release” button 2 at the top of the
Banner form (i.e., PEA2EMP) for the appropriate Worklist item, or

> by selecting the “Release” button O on the appropriate process in
the Workflow Status window. For example, if the “running man” is on
PEA2EMP, left-click on the process and select the “Release” button.
See the example below:

°
0@ Workflow Status Hide Manu [alLogaff [ Help

Organization:  Root
workflow Name: HRIT_T800_Y_30038602_880035_00_31-4AUG-2007

Workflow Status | B GGG EET Activity: PEAZEMP Work ltem Details

100% v D Stoe @ Last Refresh Date: 12-0ct-2007 12:26:47 PM

Workflow
a"“PEAZEMP

Job - YES

A

Description:

i, [} Role:
H_Persannel_Technicians
= [ Status:

Ferfarming

I Activity Details
‘Work ltem Details

EmailDeptSupervisar

v
>

|

TOP  povered by SUNGARD'
HIGHER EDUCATION

What do | do if a Workflow Alert is listed at the top of the Workflow Status window?
If you note an Alert in the Workflow Status window (see the examples below), report the
Alert to your campus Workflow Administrator. If possible, take a print screen of the Alert
message for the administrator’s reference. Your campus administrator will research the
cause of the Alert and notify you of the reason for the error and when entry may continue for
the Workflow.

ALERTS
Bctivity Daesoipbion

The workflow has stalled because none of
the guard conditions on the outgoing
transitions are satisfied

ALERTS

itivly  Daaoemon

p has been requasted for the workflow

Why doesn’t the Workflow and/or Banner window appear when | select the Worklist item?
Your browser settings may not allow pop-up windows. Since Workflow and Banner use pop-up
windows, you must turn off any pop-up blocker software that you have installed on your system
when logging in to these applications. You may allow pop-ups by:
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» completely turning off the pop-up blocker tool in your browser preferences, or
» adding “*.alaska.edu” to the list of your allowable pop-ups in your preferences.

Some sites, such as Yahoo and Google, have toolbars that usually sit under the main browser’s
toolbar or main menu. These site toolbars may also include pop-up blocker add-ons that will need to
be disabled when you log into Workflow or Banner.

For more information on pop-up blocker settings in IE, please see the following URL from the OIT
Help Desk; currently, no instructions exist for other browser
products.http://www.alaska.edu/oit/sc/support/banner/proclEModifyingPopupBlocker.xml.

What if the Workflow login window reappears after 1’ve entered my username and password?
First, close out of Workflow and login to Banner. Your username and password for Workflow are
the same as those for Banner. If your Banner password has expired, you cannot log into Workflow
until you first change your password in Banner. If your password has expired in Banner, you will be
prompted to change your password. You should then be able to login to Workflow directly.

What if I’'m prompted to login to Banner (username and password) when | select a
Worklist item?

If you are prompted to login to Banner after you have logged into Workflow, you must
reboot (shut down and restart) your computer. An incorrect version of the Java plug-in that
Banner does not recognize has been installed on your system. Once this issue occurs,
Workflow will not automatically take you to the appropriate Banner forms or offer the
Workflow options in the Banner forms until you reboot your system.

Who do I contact with problems?

Each MAU HR office has one personnel technician and one payroll technician with administrative
access to perform any corrections or movements through the Workflow. These technicians are
referred to as “Workflow Administrators” and will be able to assist you with questions or problems
regarding Workflow. All other issues can be sent to the HR On-Call Helpline at syhr@alaska.edu or
at 907-450-8208.
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