UCPath: Check Status of Smart HR RiVERSIDE
Template Transaction FOMIUCPath Training

Use this task to view the status of Smart HR Template transactions that have completed the Shared
Service Center (SSC) approval workflow (AWE) and are being processed by UCPath Center WFA
Production. You can view transactions, which you and others have submitted within the department(s) to
which you have access. As a best practice, Template initiators should review this page regularly to
confirm that Smart HR templates are approved and take action on any Denied templates by cloning and
resending them.

Navigation: PeopleSoft Menu > Workforce Administration > Smart HR Template > Transaction Status

Transaction Status
The following transactions are pending, canceled or have been processed by Human Resources
HR Review Status | All v |
Transaction Type | _AH v |
Transaction Status | All ¥
Start Date From 01/08/2018 To[01/28/2018 |5
1 Clear
Transaction Status (7 Personalize | Find | (2 | E First ‘& 1-146 of 146 '}’ Last
Select Transaction Type Effective Date  Transaction Status PersoniD  Empl Record Action Name
Change Job Data 01/08/2018 Cancel 100251 0 Transier | Clone | Cindy | View Comments
2 Change Job Data 01/08/2018 Cancel 10021 0 Terminatn Clone | Jerem View Comments
Hire/Rehire and Profile Data 01/08/2018  HirediAdded 100290 0 Add CWR John L
Hire/Rehire and Profile Data 01/08/2018  Denied NEW Hire Clone | Jason
Hire/Rehire and Profile Data 01/08/2018 Hired/Added 100291 0 Add CWR Sajjad
2 Change Job Data 01/08/2018 Completed 10025( 0 Transfer Cindy |
Hire/Rehire and Profile Data 01/08/2018 Hired/Added 100291 0 Hire Jason
(=] Hire/Rehire and Profile Data 01/08/2018 Cancel NEW Hire Clone Laurie View Comments
Hire/Rehire and Profile Data 01/08/2018 Cancel NEW Hire | Clone | Deidra View Comments
=] Hire/Rehire and Profile Data 01/08/2018 Hired/Added 10029/ 0 Hire Deidra =
Select All Deselect All
Delete Selected Transactions

by status, type and date.

Select the appropriate HR Review Status, Transaction Type and Transaction
Status filter options or accept the default of All.

HR Review Status | All hd
Transaction Type | All v
Transaction Status | All v

2. Click the button to the right of the HR Review Status field. V|
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Step Action
3. Select the appropriate HR Review Status.
o Home Workiist Add 10 Favonites Sign out
New Window | Help | Personalize Page | T
Transaction Status
4. Enter Start Date From and To fields or accept the default values.
5. After you enter the appropriate search criteria, click the Refresh button to update
the results.
6. The Transaction Status grid displays the transactions that match the search
criteria you entered.
7. The Transaction Type identifies the type of transaction that was initiated.
8. The Effective Date is the date of the action on the template transaction.
9. Review the Transaction Status field.
» Requested: Transaction was submitted.
» Completed: Transaction was processed.
* Hired/Added: New hire was added to system.
* Cancel: Transaction was cancelled.
* Denied: Transaction was denied.
10. The Person ID identifies the employee associated with the transaction. This
column displays NEW for full hire transactions that are still pending.
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11. The Action displays the action code for the requested transaction.

12. If necessary, scroll right to display additional columns.

13. The Name identifies the employee associated with the requested transaction.
14, If a transaction was cancelled or denied, follow the steps below to view the

reason.
Transaction Cancelled

1) Click the View Comments link to view the reason for the
cancellation.

Commenis

Fetum

Transaction Denied

1) Use the SS Smart HR Transaction Status page to search for existing
Smart HR Template transactions (UCPath > PeopleSoft Menu > UC
Customizations > UC Extension > SS Smart HR Transactions).

Most users have access to view only transactions within their business
unit, with the exception of UCPath Center Production team members,
who can view data for all Locations.

2) Enter search criteria in one or more search fields. You can also leave all
fields blank to display the 300 most recent transactions entered into
UCPath. You can then sort through the search results to locate the
transaction(s) you want to view.
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U Conmmeraton + UG Bowmer = ¢ BB B R Tt

ORACLE'

55 Smant HR Transactions.

inting Vatee | 43 feew v

Watlel | A WFaviie | Sign del

3) Click the link of the transaction you want to display.

UN VERSITY)
Gi

UCPath

$5 Smart HR Transactions
Transaction Details

Transaction ID T00D0D0508 Transaction Status Denied

b
Requester ID 10020857 Trisha Paredes

Requested  01/08/18 4:26:35.000000PM

First ‘4 10f1 b Last

Hire Details Personalize | Find | View anl | 7| B2
Name Type of Hire Start Date. Action
1 Jason Marshall Employee 010872018 HIR
e i -
Initiator Comment =

Country

usa

Approver Comment o
/4
HIRE
Transaction: TO00000508, ID: NEW, Effdt: 2018-01-08, Unit: RVCMP :Denied '~ View/Hide Comments
HIRE
Denied
Sonja
F —
@ FRE sk
Comments
Sonja at 01/08/18 - 4:33 PM
Start date should be 1/2/2018

[5F Retum fo Search |+ Previous in List ist =] Nolity

reason.

4) Expand the Transaction field to view who denied the transaction and the

5) Return to the Transaction Status page (UCPath > PeopleSoft Menu >
Workforce Administration > Smart HR Template > Transaction Status).

15.

To quickly recreate the transaction, click the Clone button. Then, make the
necessary corrections based on the feedback from the provided to you in the
comments. Submit the request for processing.

Transacton Status

Transsesion T

PerseniD

Effecove Date  Transsstion Smis

Empd Flecord  Artion Name
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