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Background:

A few years ago Administrative Services put a team together to see how we could streamline the various processes and get the information on employee changes to the correct offices for input.  About the same time, Information Technology was looking at similar problems and trying to come up with a way to disburse the needed information.  

We have since joined forces and have created an electronic form that replaces several other forms as well as having a notification function that makes sure the correct offices are all aware of when a person is hired, terminated, transfers or needs to have a service changed.  In addition, by having all of the information in one form, we’ve eliminated the necessity of filling in the same information over and over. 

When do I use this electronic form?

Back To Top
This electronic form is used for the following actions:

· Filling a position 

· Transfers

· Terminations

· Requests for the following services:  

· Information Technology adds/deletes/changes

· SCAN adds/deletes/changes

· Telephone actions within the Dayton and Corson sites

· Building access/deletes within the Dayton and Corson sites

How does the form work?

Back To Top
You will recognize the information you used to fill in on the forms listed above as you move through the process.

After you complete the form, the applicable office is notified depending on the type of action that needs to take place (i.e., requests to activate a telephone jack in a Dayton cubicle would notify Kathy Newsom).  In the instance that an approving authority signature is necessary (i.e., filling a position) the system sends an email to the appointing authority requesting their approval and then forwards it on to HR, Financial Services, etc. for them to complete the process.

First Time User Startup:

Back To Top
If this is the second or later time using this application then please skip to “General Startup Information” later in this document.  Before you can run this application for the first time, you have to make sure that the Citrix client software is loaded on your computer.  This can be determined in one of two ways:

1. You can check on your C: drive under program files to see if  “c:\program files\Citrix\ICA Client” exists.  If it does then the Citrix client is already installed and you can skip to “General Startup Information” later in this document.

2. A second way to start the application is by typing the following reference in your web browser:  http://NWcitrix/    This may bring you to a logon screen.  If it does then type in your username, which is your six-plus-one logon ID (i.e., “olsonl”), your password that you use each morning, and a Domain of “wsdot”.  Then click Log In.
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If you get the following screen, click CANCEL and exit the browser.

You do not have the Citrix client installed.  You must phone your computer support desk and ask them to install the Citrix client on your computer.  They will be able to install it remotely.  If you have a PC coordinator available then they can also install the Citrix client.  These two groups have permissions to install this software from w:\MISApps\Citrix\ica32.exe.
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General Startup Information:

Back To Top
To start the application type the following reference in your web browser:  http://NWcitrix/    This may bring you to a logon screen.  If it does then type in your username, which is your six-plus-one logon ID (i.e., “olsonl”), your password that you use each morning, and a Domain of “wsdot”.  Then click Log In.  

Normally the “Log In” screen will not be displayed.
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Sometimes we have noticed that if you have successfully logged on to Citrix in the past from the computer you are using that it will fail with an error message of: “The MetaFrame server farm reported an unspecified error”.  If this occurs just retype your Username, Password, and Domain again.  It has at times taken four tries to successfully log on.

You might see several applications, but you want the “Employee Action Form” icon for your region.
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You may have to click “OK” on a couple of the screens before you get to the Employee Action main menu.

Some times you may get an error message that says: “The selected application no longer exist in the MetaFrame server farm, or the specified user no longer has access to it”.  If this should occur try clicking again on the same icon.

If you get this screen below, click on "No Access" and "Never ask me again for this application”.  
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Employee Action Form – Main Menu:

Back To Top
The next screen will be the Main Menu.  This allows you to choose the type of action you want to take (i.e. “New Hire”, “Termination”, etc.).

[image: image6.png]E2 Employee Action Form Yiew - [frm1010MainMenu : Form]

File Edit Insert Records Window Help

ﬁi Employee Action - Main Menu

N Region

Gen 0360 11/14/2005 Citrix Devel

Request o Fil

Appoirtmert. Reviews and approvals
(New Hire | Promotion | Reassignment e,
Returring Retires | Re-Employment)

View records that you
Termination
(Employes leaving DOT) h:j;i:ﬁfzdm
or have been authorized
Exit, moving to ancther org | region o view foran org

Request Services, Information
Technology and Telecommurications

View ertployee actions requested

Set perissions

st support numbers

Documentation

Administration

Open=Batfather
UserD=Storkek
UseiName=Storkel, Ken

Clck, o make appeintment whether & s new hi, promotian, or transfer.

[Ready





Employee Action Form – Screen flow chart:

Back To Top
Below is a flow chart of the screens that will be displayed when you click on a button on the main menu.  
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Request to Fill Screen:

Back To Top
If you click the “Request to Fill” button on the main menu, the “Request to Fill” screen will appear.  Enter all of the pertinent information.  Use the elevators to scroll up and down the screen to display the total form.  Mandatory fields are highlighted in yellow.   If you do not know the position number then type in your initials and some other number or characters to uniquely identify the position.  NOTE:  write this number down.  When you hire someone and come back to the system to fill out the Appointment form for a “New Hire”, this number will be used to retrieve the information you entered.  This action will save you time and effort. 

When you have completed filling in information, hit the “Continue” button.
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Review, Approval and Forward screen:

Back To Top
When you click “Continue” from any input form, the “Review, Approval and Forward” screen is displayed.  This screen is used to identify the next person to review and approve your request.  Your supervisor should communicate with you as to which forms they would like to review and which ones can bypass them.  The Request to Fill form requires appointing authority approval.  When the “The approval process is completed, no further approval is needed.  Ready to send to process area.” box is checked, it automatically puts “Process Request” in the “Next person to send request to” field.  When you have completed filling in information, click the “Send/Close” button.  This will either send an email to the person you designated or send it on to the processing areas if no further approval is needed.  If you need to return to the input form then click on the “Return to previous form” button.  The “Undo Changes” button applies to the Review, Approval and Forward Screen” only.

The “Add Name(s) to cc list” – this button allows you to send a copy of the request to persons who do not need to review or approve it.  Some departments wanted this feature so that they could send a copy to a person who could print out a copy and file it.

On the left side of the screen there is an area where it displays the current cc list. The people on this list have either previously been sent a cc or will be sent one after you add their name using the “Add Names to cc list” button on this form.  People on the list will be notified every time the record is forwarded.  As long as a person remains on the cc list they will be able to view the record.
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Add Names to cc list:

Back To Top
When you press the “Add Names to cc list” button on the “Review, Approval and Forward” screen  you get the “Add Name(s) to cc list” screen, shown below, where you can select a name to add to CC list by clicking on the down arrow and starting to type the last name or by scrolling to the name and clicking on it in the dropdown area.  The name is moved to the “Person to Send Copy To” box after you have clicked on it or by clicking on the “Close” button.  

If you need to remove a name from the list then click on the area to the left of the name and press the delete key.  There should be no reason to remove a name from the cc list unless they were put there by mistake.  People on the cc list have been put there so that they can view the record later and maybe make copies for filing.  

A user can see which records they have been cc’d on by clicking on the “View records that you have reviewed or have been cc’d on” button located on the main menu.
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Employee Name Screen   Appointment:

Back To Top
When you click “Appointment” from the main menu, it will take you to the “Employee Name” screen.  You will see fields that are highlighted, meaning they are mandatory.  When you have completed filling in information, hit the “Continue” button.

If a Request to Fill was previously entered for this position you may type in the position number and click “Retrieve”.   Information from the Request to Fill form will then be loaded onto the “Appointment” form so that it will not have to be retyped.
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Employee Name Screen - Appointment, Termination, Exit moving, Request Services:

Back To Top
When you click “Appointment”, “Termination”, “Exit moving to another region/org”, or “Request Services” from the main menu, it will take you to this “Employee Name” screen.  You will see fields that are highlighted, meaning they are mandatory.  When you have completed filling in information, hit the “Continue” button.

[image: image13.png]frm2040EnterEmployeeName

Flo Edt Insert Records Window Help

TRM

Employee Name Screen

cickemployes Type
& D)

& Cantractar Vendor

Emp Name Last: _ First pidde

123456789 (no dashes)
Soc Sec umber

Required fields are in -

Form View

o [





Appointments (New Hires, Promotion, Reassignment, Returning Retiree, Re-Employment):

Back To Top
Following are some examples of the screens you will see.  First we walk you through the “Appointment” process.  

The main screen has several tabs.  All of the tabs can be used for a New Hire, Promotion, Reassignment, Returning Retiree, or Re-Employment actions.  The tabs used for the other type of actions will vary (i.e., for a telephone problem the “General” tab, the “Telecommunications” tab and the “Charge Code Info” tabs will be the only tabs used).  The system automatically starts you on the “General” tab.  When you’ve filled in the information on this tab, open the Human Resources “HR-1” tab, and so on, until you reach the “Charge Code Info” tab.  

General Tab:
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Human Resources Info tabs  HR-1, HR-2:

Back To Top
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SCAN/Directories tab:

Back To Top
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Information Technology tab:

Back To Top
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Telecommunications tab:

Back To Top
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Building Information tab:

Back To Top
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Badge tab:

Back To Top
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Charge Code tab:

Back To Top
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Termination (employee leaving DOT):

Back To Top
This is the screen you will see when you access the system for an employee termination (employee leaving DOT).
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Exit, moving to another org / region:

Back To Top
This is the screen you will see when you access the system for an employee Exit, moving to another org / region.
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Request for Services:

General tab:

Back To Top
This is an example of a request for services.  Again, you start on the “General” tab and then you will open the tab that applies to the action you wish to take.  When you click “Continue”, you will get a warning box reminding you that you did not look at all of the tabs – ignore this, unless there are other changes you need to make.
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SCAN/Directories tab:

Back To Top
For adds, changes or deletes of the SCAN information this is the screen you will see:

[image: image27.png]dow

Request Services or Change Information

Emp Name Last __ First Viddle  Emp Type Description.  ickcncoch of the abs and fil n

ppropriate informtion.
wWsDOT

General SCAN/Directories | nfo Technology | Telecommnications Info | Buiing | Badge | Charge Code tnfo

Date. T1/8j2006

Recordumber: 1481 Continue
TranCode ROS —_
Regon W Concel

[_[CIx]

Select Valid SCANHours +  ~Select SCANRange ——————
() 24Hours © () wastate Only

C (1) 78m- 7PM € (1) WA, OR, Io, MT, CA

C (@) 3pu-128m € (2) All 48 Cantiquous States

C (@ 11pm-san € (3) 48 5tates + AK, HI Canada

€ (4) All totes Plus Internationl

& None

& None

(teeded for SCAN setup and
Phane Directaries. IF not
assigned yet type "unknown)
For assistance on this page you may contact

I” Need SCAN Authorization Number
I Need SCAN Plus Calling Card
I Do not order SCAN for this employee

T~ Update information in Phone Directories

Date needed by
(1 akes approxinately 2 weeks to pracess a SCAN request.)

Form View

FoR( [ [ [ om|





Information Technology tab:

Back To Top
For adds, deletes and changes of computer access, this is the tab you will be required to complete.
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Telecommunications tab:

Back To Top
You will use this tab for any telephone changes in the Dayton or Corson buildings.  In addition, this tab is also used for telephone number changes, adds or deletes in any office.  The telephone number changes information will be used to update the region and state-wide telephone directories.
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Building tab:

Back To Top
The building information is used primarily for those employees assigned to the Dayton and Corson sites.
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Badge tab:

Back To Top
The badge tab is used to order a photo badge.  You may attach a photo if you already have one saved on your h: drive.
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Charge Code tab:

Back To Top
Charge codes are often required for various services (building and telecommunications in particular) as well as for exception reporting.

This tab is also used to indicate if the person will need purchasing or Signature authority.
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What if I make a mistake and want to change something?

Back To Top
You have a short amount of time when you can go back and make a change to the form.  In order to have the same information available to each section, once a reviewer has opened one of the tabs, the form cannot be changed.  

You can check the status of the forms you have submitted by going into the Main Menu and clicking on “View Employee Action Requested”.  If the last field following the name you submitted says “Can Edit”, you can make changes.  If this field says “View Only”, you need to complete a new form for the person or have the person you sent it to, send it back to you.  

The ‘Delete Record’ button removes a record from the system and can be used only by the person who created the record. You can only delete a record if the ‘Can Edit’ flag is still turned on and if has not been sent to Process Areas.  If the record is still being reviewed then the person reviewing it can forward it back to you and then you can delete it.

To edit the form, click on the person’s name, and this will take you to the correct form.  Go to the tab that needs to be modified, make the change, and click on “Continue”.

To print a copy of the form click on the “Print Tran” button which is located on the right hand side of each record.  After the report is displayed select File/Print from the Menu and make sure that the proper printer is selected.
The status field displays the status of each record.
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How to View the Status of Your Request

Back To Top
Once the form is listed as “view only” and you click on a persons name, the following form will appear.  You can see the status of your request in the red box on the “General” tab and which processing areas have processed your request, along with the date processed. 
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Employee Action Form Approval Needed Instructions:

Back To Top
An email will be sent to anyone needing to review and approve employee action form requests whether that person is a reviewer or an appointing authority.  They will receive an email similar to the one below.  It contains brief instructions on what to do.  The reviewer will have to perform the following in order for the request to be processed by the processing areas:

1.  Log on to Citrix.

2.  Click “Employee Action Form” icon.

3.  On Employee Action-Main Menu, click on the “Reviews and Approvals Requiring Action” Button.

4.  Click on an employee name to see the request and review all the information.  Some forms contain multiple tabs so each should be reviewed.

5.  Click “Continue”.

6.  On the Review Approval and Forward screen click “Approve” or “Disapprove” and select the next reviewer.

Sample of email reviewer will receive.
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On the Employee Action-Main Menu shown below, the Reviewer clicks on the “Reviews and Approvals Requiring Action” button.  The wording will be in red if there are requests to review.
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This brings up a screen where the reviewer can select which record to review by clicking on any of the fields for the desired employee or record.  This will open up the form that the user entered, but first a “Log of Reviewer Actions” is displayed.
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No changes can be made on the “Log of Reviewer Actions” screen.  Click the “Close” button to close the log and view the record.
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The reviewer should review the total form and all of the tabs on the form.  A reviewer can also modify any of the information on the form.  After reviewing the form, the reviewer clicks the “Continue” button.  The “Cancel” button can be used to cancel any changes made or it can return you to the selection screen without processing the request.
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Review, Approval and Forward screen:

Back To Top
This is page is repeated because it logically follows the sequence for review and approval.

When you click “Continue” from any input form, the “Review, Approval and Forward” screen is displayed.  This screen is used to identify the next person to review and approve your request.  Your supervisor should communicate with you as to which forms they would like to review and which ones can bypass them.  The Request to Fill form requires appointing authority approval.  When the “The approval process is completed, no further approval is needed.  Ready to send to process area.” box is checked, it automatically puts “Process Request” in the “Next person to send request to” field.  When you have completed filling in information, click the “Send/Close” button.  This will either send an email to the person you designated or send it on to the processing areas if no further approval is needed.  If you need to return to the input form, then click on the “Return to previous form” button.  The “Undo Changes” button applies to the Review, Approval and Forward Screen” only.

The “Add Name(s) to cc list” – this button allows you to send a copy of the request to persons who do not need to review or approve it.  Some departments wanted this feature so that they could send a copy to a person who could print out a copy and file it.

On the left side of the screen there is an area where it displays the current cc list. The people on this list have either previously been sent a cc or will be sent one after you add their name using the “Add Names to cc list” button on this form.  People on the list will be notified every time the record is forwarded.  As long as a person remains on the cc list they will be able to view the record.
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Documentation Screen (to access the user manual)

Back To Top
This screen is displayed when the “Documentation” button is clicked on from the Main Menu.

To browse the manual, make sure the User Manual is selected then click on the “Continue” button.  See additional instructions immediately after this picture.
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Browsing the document:

Back To Top
Below is a sample of browsing the User Manual.  To close the document, just click on the Microsoft Word close ‘X’ button in the upper right corner.  Make sure it is the Microsoft Word close button and not the Microsoft Access close button.

To print the manual, select from the menu “File / Print”.  Again make sure that you are in the Microsoft Word window and not the Microsoft Access window.  You will want to use the File / Print menu so you can check which printer it is going to.  Make sure that you have selected your office printer (the default isn’t always correct in this system).
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Employee Action Form Instructions

I Background

A& couple of years ago Human Resources and Administrative Services put a team together to
see how we could sireamline the various processes and get the information on employee
changes to the correct offices for input. About the same time, Information Technology was
looking at similar problems and trying to come up with a way to disburse the needed
information.

~ We have since joined forces and have created an electronic form that replaces several other
forms as well as having a notification function that makes sure the correct offices are all
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Contacts:

Back To Top
Northwest Region:

If you have questions regarding this form, please contact Jennifer Martin at (206) 440-4011, or Linda Olson at (206) 440-4104.

For questions regarding specific information requested, contact the following people:

Dat Nguyen, 440-4061

  
Payroll:  Glennis De Vere, 440-4083 

Information Technology:  Mark Schauer, 440-4420


SCAN:  Jennifer Martin, 440-4011


Telecommunications:  Kathy Newsom:  440-4101

Building related action:  Andy Blomberg (Dayton/Corson), 440-4159 or Craig McCully (Corson), 768-5716

Badges:  Eric Van Hooser 440-4692
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