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Introduction -

'. The Office of Human Resources (OHR) is implementing a new automated
% q Clearance Form process to off-board employees separating from the
' University.

Why change?
Automating the Clearance Form process provides the following benefits:

1. Eliminates filling out a paper Clearance Form.

2. Discontinues employees walking the campus to obtain signatures from
designated functional areas on a paper Clearance Form.

3. Provides the ability to track the location of the form throughout the process.

4. Creates a repository to retain data related to the Clearance Form process.






Objective: Supervisor Task

The supervisor starts the clearance process!

7
&%

A This guide will lead the supervisor through each task to be performed.
& 9

Objectives
The supervisor will:

. Access the Clearance Form link from the University’s website
. Create a Clearance Request

. Attach Documents (e.g., Letter of Resignation)

Receive and Respond to Email Notifications

. Approve or Decline Request

o U1 A W N -

. Complete Supervisor Task List 5



Supervisor: Access Clearance Form

e /Situation \

You supervise an employee who has:

1. verbally informed you that he/she will be leaving the University
2. given you a letter of resignation
\_3. been terminated from the University -

/ . . . i
= Supervisor, It’s time to initiate a Clearance Form! ’




Supervisor: Access Clearance Form (continued)

Note: (Some browsers are more compatible than others.)

/. + For best results use: | g= 78 Internet Microsoft
—l ® Chrome -
- c @ Explorer Edge

 Firefox @ is not compatible.
Instructions: _ _ Note: If ‘intranet.vsu.edu’
2. The ‘intranet.vsu.edu’ login .

login does appeatr,

1. Click OR copy and paste the link below  pox may/may not appear. .
into your browser to access the ‘Clearance continue to step 3, 4 and 5

Request Form.’ @ intranetusu.edu below.
(https://intranet.vsu.edu/webforms/Clearance)  ™isieisaskingyoutosignin. 3. Type username.
Urmm 4/3/ 4. Type password.
passuord _ 5. Click ‘Sign in’ button.
- } 5, "I Note: If ‘“intranet.vsu.edu’

login does not appear, go to
step 1 on slide 8.

7


https://intranet.vsu.edu/webforms/Clearance

Supervisor: Create a Clearance Request

“Supervisor, Your first step is to create a Clearance Request.”

ne

Instructions

, 2 VSU Clearance Requests
1. Select 'Create a Clearance Request.’

| want to...

T 22> Create a Clearance Request
> View My Clearances
> Complete Clearance Tasks
> View My Activity

Version: 1.1.0.0 04/05/2021 Role: None




Supervisor: Create a Clearance Request (continued)

Instructions

Note: The ‘Clearance Request’ screen will pop-up.

2. Click ‘Employee Directory’ icon to search for employee’s name.

D VSU Clearance Requests 222 My Requests 229 Request Form
Clearance Request

Clearance For W ‘2/

Note: Perform steps 3-6 on slide 10 any time you click the ‘Employee Directory’ icon to find
someone’s name.



Supervisor: Create a Clearance Request (continued)

Instructions Instructions

Note: The ‘Select People’ pop-up screen will appear. 5. Select the employee’s name.
3. Type employee’s first name in ‘Find’ field. 6. Click ‘OK’ button.

4. Click ‘Search’ icon. (A list of names will appear.)

Select People . Select People
3 ) A' g . .
/ / . Find Tanya X List View v
Find Tanya List View v i
Display Name E-mail Address Title
Tanya A Brown tbro4823@students.vsu.edu

. . All Search Results ()
Display Name E-mail Address Title Department

,'& All Users (0) Tanya A Zimmerman tzim0595@students.vsu.edu

Organizations ; nEbar b : e -+ B
% Type into the search box above then press "Enter” to ¢ | (B Active Directory (0) Tanya A. Harris taharris@vsu.edu Statist
% All Users W Organizations (6) 5/'VTar|ya L. Simmons  tsimmons@vsu.edu Directc
. - 4 g (wl} :
% Active Directory Tanya N Bryce tbry6065@students.vsu.edu
Tanya T Patterson tpat3101@students.vsu.edu
4 >




Supervisor: Create a Clearance Request (continued)

Instru Ctions 2 VSU Clearance Requests 29 My Requesis 222 Request Form
Clearance Request

Note: The ‘Clearance Request’ screen will pop-up. S YI .

anya L. >S>immons v ES
7.Type in ‘Employee’s ID#.’ e 13567 —

8
8. ‘Employee’s V#’ will populate automatically with VNaber v000000014—
Nname. poment 4/2/2021 D<9\
9. Click ‘calendar’ icon to enter employee’s last work  “* Optional <10
day.
Y y 2 s 4

10. Employee’s ‘address’ is optional. e 11

Optional —

" 1
. . Sepenvser Kevin W. Davenport &E 4}’
12. Click on ‘Employee Directory.’
o 4 : ’ Atacnments No attachments
Note: Follow steps 3-6 on slide 10 to select supervisor’s
name.

11. Employee’s ‘telephone number’ is optional

Nao attachments

13. Click ‘Submit’ button, if there is no attachment.




Supervisor: Attach Documents to Form (if needed)

“Supervisor, if an employee gives you a ‘Letter of Resignation’ or other important

=| documents, attach the documents to the ‘Clearance Request Form.”
b
1. ' _
Instructions Attachments EEERE | Nofile chosen Upload
1. Click ‘Chose File’ button. No attachment

(Note: A new window will open.)

Name | Date modl‘i;fied Type :
2. \
Letter of Resignation / 8/10/2021 1:29AM  Microsoft Word

2. Select document from  aiFites v
computer.

3. Click ‘Open’ button. 3/'

Attachments Choose File | Letter of Resignation

Upload

No attachment

Open Cancel

Close 4,

(Note: The ‘Letter of Resignation’ will appear )

4. Click ‘Submit’ button.
(Note: To choose a different document repeat steps 1-4.)




Supervisor: Receive and Respond to 15t Email Notification

#_ | “Supervisor, After submitting the ‘Clearance Request’, the first (15t) ‘email notification

’ &N\ A \\

~~

%’ = will be sent to your Outlook mailbox.
Instructions

Note: Open the 15t email sent to you from
ClearanceRequests@vsu.edu

1. Click on the link in the body of the email.

Important Message:

» You must be logged into VSU network in order to approve this request.

* If you experience issues approving this request, please contact the
Technology Services Desk:

> Phone: 804-524-5210

> Email: VTS_servicedesk@vsu.edu

From: ClearanceRequests@vsu edu <ClearanceRequests@vsu edu>
Sent: Tuesday, March 30, 2021 11:27 AM

To: Name of Recipient

Ce:

Subject: Clearance Request #32 is awaiting your action. - TEST

Clearance request =32 has been created for John Doe and is now awaiting your action.
You can access this request and venfy that the required tasks have been completed by following |
the link below

hitp://vsu-spdev-
01v/webforms/'VSU Clearance/ lavouts']5/'VSU Clearance/ClearanceCheckList aspx?Request]
D=32&ArealD=12

You can view all tasks i vour queue here:

http://vsu-spdev-01v/webforms V'SU Clearance’ lavouts/15/VSU Clearance/MyTasks.aspx

¥
13




Supervisor: Receive and Respond to Email Notifications

(Approve Request)

“Supervisor, Good job! You have opened the email notification link.
You must now Approve Request for ‘Clearance Checklist for John Doe’.

[ ()

> VSl Clearance Reanests D v Tasks D Clearance Area Checklist

Note: Review ‘Clearance Checklist for John Doe’ for accuracy. Clearance Checklist for John Doe
> The form fields populate automatically. ° 39

SuerallClearance  Awaiting Supervisor Approval

Checklist Status Awaiting Supervisor Approval

Instructions cearaceror  John Doe :
mpiogee 10 1234567 Note: The top form fields
 Number V09000010 populate automatically.

1. ‘Approve Clearance Notes’- This field is optional.

Supervisor Gal’v Martin
Last Day of 04/02/2021

Employment

2. Click ‘Approve Request’ button to move the form to the next | ...
step in the process.

Attachments No attachments
> ‘Decline Request’ button - Decline the request if it is 4/23/2021 12:32:48 AM Gary Martin
incorrect or has been created by mistake. Approve Clearance
7 Notes 4—'1.
> ‘Close Form’ button - Stop now and finish request later.
2. ’

14



Supervisor: Receive and Respond to 2" Email Notification

<. | “Supervisor, A second (2"9) email notification will arrive after clicking
>

%’ ~ | ‘Approve Request’ button. EN\A\\—

Instructions 7

Note: Open the 2"d email sent to you from
ClearanceRequests@vsu.edu

1. Click on the link in the body of the email.

Important Message:

* If you experience issues approving this request, please contact the
Technology Services Desk:

> Phone: 804-524-5210

> Email: VTS_servicedesk@vsu.edu

» You must be logged into VSU network in order to approve this request.

From: ClearanceRequests@vsu edu <ClearanceRequests@vsu edu>
Sent: Tuesday, March 30, 2021 11:27 AM

To: Name of Recipient

Ce:

Subject: Clearance Request #32 is awaiting your action. - TEST

Clearance request =32 has been created for John Doe and is now awaiting your action.
You can access ths request and venfy that the required tasks have been wmplctcd by following |
the link below

hitp://vsu-spdev-
01v/webforms/'VSU Clearance/ lavouts']5/'VSU Clearance/ClearanceCheckList aspx?Request]
D=32&ArealD=12

You can view all tasks i vour queue here:

http://vsu-spdev-01v/webforms V'SU Clearance’ lavouts/15/VSU Clearance/MyTasks.aspx

S
15




Supervisor: Complete Checklist Tasks

3> vSU Clearance Requests 292 My Tasks 22 Clearance Area Checklist

Supervisor checklist for Test Account
—

D 39
’ « . E’,‘ﬁ[.i" Clearance In Prograss .
lﬂ Su.pel’VlSOF, You must now complete all tas!<s e SN Note: The top form fields populate
| assigned to you on the ‘Supervisor Checklist’. e I automatically.
Employee ID 1234567
Instructions
Last Day of 04/02/2021
1. Review the task listed in the ‘Item’ column. e
Telephone
2. Select ‘Completed’ or N/A’ to describe the action you take.  auwcmens
3. Enter task notes in the ‘Comments’ text box, if needed. o S — 5 -
Item' A. SutEs_( Comments /
. . / / 29a"T@® N
4. Click ‘Complete’ button when action is taken on all items. 1\‘ (/\; =
S 2698 Departmantal Request for Personnel Action (A21) " = Completed& // 3.”
OR TeeS NA e -
. Open
» ‘Save Changes’ button - Keep corrections made to form. 2699 Resignaion Latersubmited Compieted
> ‘Close Form’ button - Stop and finish checklist later. ® open
Note: The Checklist consists of three (3) columns: \ S e e E?Amplm
A. Item - Identifies task. ® Open
B. Status - Identifies current state of task. s E‘:‘” i
. Open - Task is awaiting action from you. ® open
. Completed - Task action accomplished. 2702: Kays Compioted
. N/A - Task action is not required. i

16

Changes 4' Close Form
C. Comments - Enter relevant task notes if heeded. < m




Supervisor Congratulations You’re Done!

“Supervisor, CONGRATULATIONS! ‘Q 9'

v

You have completed all supervisor tasks for the clearance process!

When you clicked the Supervisor Checklist ‘Complete’ button, email
notifications were sent simultaneously to various departments to the
functional unit designee.”

17






Objective: Functional Unit Designee Task

Ay eWAY

> Functional unit designee start here!
Administrative Cashier’s . .
_ Services e Your role is to ensure that the departing employee:
enAl-y eNMATx F
o S  returned University property and
Finance HR Benefits HR Training
enh o w‘*"  has no outstanding balances.
4}»;1;3; Payroll Student / / Z ¢ ‘ 7
= Accounts This guide will lead the functional unit designee through each

> J -
Technology Technology "

- Clearance Area Checklist task to be performed.
~ Securit

Objectives
The functional unit desighee will:
1. Open the Email Notification

2. Review Clearance Area Checklist Task Item
3. Determine Item Status
4

Complete Tasks Assigned to Functional Unit 19



Email Notification to Functional Unit Designees

ey M APy

Cashi
. N N . . . go Admini i ashier’s
“Functional Unit Designees in various departments are notified by “enices | Office
. o o o oy ® o . Apt-n E.N;"‘“" WALy
email that a Clearance Form activity is awaiting their review.” i I B
Finance HR Benefits HR Training
‘E‘j pl ;,MP‘L gM ARy
Library Payroll Student
eMAL eAL Accounts
] 3 N\P‘“'
Instructions @".‘zgy < JUTS
ecurt i

Note: Open the email notification.
1. Click on the link in the body of the email.

Important Message:

» You must be logged into VSU network in order to approve this request.

* If you experience issues approving this request, please contact the
Technology Services Desk:

»  Phone: 804-524-5210

> Email: VTS_servicedesk@vsu.edu

From: ClearanceRequests@vsu edu <ClearanceRequests@vsu.edu> Y
Sent: Tuesday, March 30, 2021 11:27 AM

To: Name of Recipient
Ce:
Subject: Clearance Request 432 is awaiting your action. - TEST

Clearance request =32 has been created for John Doe and 1s now awaiting your action.
You can access this request and ventfy that the required tasks have been tomplctcd by following |
the link below

http:/'vsu-spdev-
01v/webforms/VSU Clearance’ lavouts/15/VSU Clearance/ClearanceCheckList aspx”Request]
D=32& ArealD=12

Houcanueu all tasks 1n your queue here:

h v-01v/webforms VSU Clearance’ lavouts/15/VSU ClearanceMyTasks aspx

20




Administrative Services: Complete Checklist Tasks

Instructions

1. Review the task listed in the ‘ltem’ column.

2. Select ‘Completed’ or N/A’ to describe the action you
take.

3. Enter task notes in the ‘Comments’ text box, if needed.

4. Click ‘Complete Checklist’ button when action is taken
on all items. YOU’RE DONE!

OR

> ‘Save Changes’ button - Keep corrections made to
form.

» ‘Close Form’ button - Stop and finish checklist later.

Note: The Checklist consists of three (3) columns: \
A. Item - Identifies task.

B. Status - Identifies current state of task.
. Open - Task is awaiting action from you.
. Completed - Task action accomplished.

. N/A - Task action is not required.

Comments - Enter relevant task notes if needed.J

N

2 VSU Clearance Requests

> My Tasks 22 Clearance Area Checklist

Administrative Services checklist for Test Account

D

Overall Clearance
Status

Checklist Status
Clearance For
Employee ID

V Number
Supervisor

Last Day of
Employment

Address
Telephone

Aftachments

Created

|tEIhA *

\1.

2734: Fixed Assets and Accounting Control System (FAACS)

40

In Progress
L Note: The top form fields populate
Test Account automatically.
1234567
V09000010
Gary Martin
04/30/2021
Clearance MNotes txt
4/30/2021 10:45:36 4 Gary Martin
B. C.
Statuge=——" Commen/

PR —
-~

R

-< o ]

Close Form
== 21

Save Changes




Cashier’s Office: Complete Checklist Tasks

Instructions
2 VSU Clearance Requests 22 My Tasks .22 Clearance Area Checklist
1. Review the task listed in the ‘Item’ column. Cashier’s Office checklist for Test Account
D 40
2. Select ‘Completed’ or N/A’ to describe the action you Qeial Clearance in Progress
take Checkiist Status ~ In Progress Note: The top form fields populate
/ Clearance For Test Account automa tically.
3. Enter task notes in the ‘Comments’ text box, if needed. "™="  *
. . . . Supervisor Gary Martin
4. Click ‘Complete Checklist’ button when action is taken Los 0ay o 3072021
on all items. YOU’RE DONE! address
Telephone
OR Attachments Clearance Notes txt
> ‘Save Changes’ button - Keep corrections made to _— PPN (- )
fo rm / Item& StatusB.’ Cﬁm
» ‘Close Form’ button - Stop and finish checklist later. . 2.+ 18 oo
Note: The Checklist consists of three (3) columns: \ 2735: Traffic Regulatory Commission (\ o CO"“""“""&,) /3—'
\\__O NA Gy, =~
A. Item - Identifies task. o
® n
B. Status - Identifies current state of task. 136 HomSuciont Funde Checie o zzpmed
. Open - Task is awaiting action from you. © na

. Completed - Task action accomplished.
+  N/A - Task action is not required. Save Changes " Complets Checist
\C. Comments - Enter relevant task notes if needed.J b




Finance: Complete Checklist Tasks

¥» VSU Clearance Requests 22 My Tasks 222 Clearance Area Checklist

Instructions Finance checklist for Test User
D 40
1. Review the task listed in the ‘Item’ column. Overal Ciarance Saus i Progss .
Checkist Satus neozess  Note: The top form fields populate
2. Select ‘Completed’ or N/A’ to describe the action you e o automatically.
ta ke . W Number V09000001
Supervisor Kerryn S. King
3. Enter task notes in the ‘Comments’ text box, if needed. =™ ™
Z / Z ‘ Z Z Telephone Gary Martin
4. Click ‘Complete Checklist’ button when action is taken  ssewens
x b
on all items. YOU’RE DONE! — R e
O R Itel‘\A' ol _Sgu_‘_’_\ B 0 Commen/ C ’
¢ ’ : xl- ‘ o © Opergm \\
> ‘Save Changes’ button - Keep corrections made to T ,\R o ,' L
form. R iy
i Z ® Open
» ‘Close Form’ button - Stop and finish checklist later. RSN R O corrpiss
Note: The Checklist consists of three (3) columns: \ @ "
A' Item - Identifies taSk' 2724 Disable Self Service Account z:'lr;leted
B. Status - Identifies current state of task. O NA
*  Open - Task is awaiting action from you. f o
2725 Disable Banner Finance{INB) ~ Completed
. Completed - Task action accomplished. O wa
. N/A - Task action is not required.

23

Close Form

\C. Comments - Enter relevant task notes if needed.J e e




Human Resources Benefits: Complete Checklist Tasks

Instructions

2 VSU Clearance Requests 22 My Tasks 22 Clearance Area Checklist
Human Resources checklist for Test Account

1. Review the task listed in the ‘Item’ column.

D 40
2.Select ‘Completed’ or N/A’ to describe the action you Sts o nProgress .
(L Checkiist Status ~In Progress Note: The top form fields populate
/ cleamnceFor RS automatically.
= ¢ ’ “ Employee ID 1234567 y
3. Enter task notes in the ‘Comments’ text box, if needed. e vosa00010
Supervisor Gary Martin
4. Click ‘Complete Checklist’ button when action is taken 552 041302021
on all items. YOU’RE DONE! Address
Telephone
OR Attachments Clearance MNotes txt
> ‘Save Changes’ button - Keep corrections made to Create 402021 104536 Oy Martin c
fO rm . Item& Statusb Comments/
» ‘Close Form’ button - Stop and finish checklist later. \1. RO operdmn T
Note: The Checklist consists of three (3) columns: \ 273 Benefts Closeo \\‘\9@;27—7/
A. Item _ Identiﬁes taSk. . Please enter a comment.
ccs * Open
B. Status - Identifies current state of task. 740 Exct Intenviow ® Completed
. Open - Task is awaiting action from you. © a
. Completed - Task action accomplished.
. N/A - Task action is not required. g2 BEip e eIl BT T hR

\C. Comments - Enter relevant task notes if needed.J




Human Resources Training: Complete Checklist Tasks

Instructions

1. Review the task listed in the ‘Item’ column.

2. Select ‘Completed’ or N/A’ to describe the action you
take.

3. Enter task notes in the ‘Comments’ text box, if needed.

4. Click ‘Complete Checklist’ button when action is taken
on all items. YOU’RE DONE!

OR

> ‘Save Changes’ button - Keep corrections made to
form.

» ‘Close Form’ button - Stop and finish checklist later.

~

Note: The Checklist consists of three (3) columns:
A.

B. Status - Identifies current state of task.

Item - Identifies task.

. Open - Task is awaiting action from you.
. Completed - Task action accomplished.

. N/A - Task action is not required.

Comments - Enter relevant task notes if needed.J

N

2 vSU Clearance Requests 22 My Tasks 22 Clearance Area Checklist

Human Resources - Training checklist for Test Account

ID 40
Overall Clearance In Progress
Status
Checklist Status In Progress Note: The top form fields populate
Clearance For  |SRREEE automatically.
Employee ID 1234567
V Number V09000010
Supervisor -
Gary Martin
Last Day of s
Employment
Address
Telephone
Attachments Clearance Motes.txt
Created 4/30/2021 10:45:36 AM  Gary Martin
Item d- Statusk Comments/
\1 -7 ® open T
2/' pe “ A 3
2741: Training Material ( Completed \
\ — —
N
- NAA A .
® Open
2742: Tuition Waiver o Completed
O na

Save Changes Complete Checklist

Close Form




Library: Complete Checklist Tasks

Instructions N |
WSU Clearance RE,‘C]UBStS ) MY Tasks ) Clearance Area Checklist
1. Review the task listed in the ‘Item’ column. Library checklist for Test Account
D 40
2. 5elect ‘Completed’ or N/A’ to describe the action you — geaickamne i progess
take. Checkiist Status In Progress Note: The top form fields populate
. . Clearance For Test Account automa tically
3. Enter task notes in the ‘Comments’ text box, if needed. copeen 234867
V Number V09000010
4. Click ‘Complete Checklist’ button when action is taken  suenisor Gary Martin
on all items. YOU’RE DONE! LastDay of 04r30r2021
Address
OR Telephone
> ‘Save Changes’ button - Keep corrections made to Atacnments Clearance Notes
form.
Created 4/30/2021 10:45:36 AM  Gary Martin
> ‘Close Form’ button - Stop and finish checklist later. "y B Cor
017 — Statu Commen
Note: The Checklist consists of three (3) columns: \ ________
P 2,77 ™ Openemm
A. Item - Identifies task. 1 e \
\ 2743: Overdue books/periodicals/film ( O Complete Qe ) 3
B. Status - Identifies current state of task. o WO ¢ y —

- —

. Open - Task is awaiting action from you.

. Completed - Task action accomplished. \4W

. N/A - Task action is not required.

\C. Comments - Enter relevant task notes if needed.J F 26




Purchasing: Complete Checklist Tasks

Instructions

1. Review the task listed in the ‘Item’ column.

2. Select ‘Completed’ or N/A’ to describe the action you
take.

3. Enter task notes in the ‘Comments’ text box, if needed.

4. Click ‘Complete Checklist’ button when action is taken
on all items. YOU’RE DONE!

OR

> ‘Save Changes’ button - Keep corrections made to
form.

» ‘Close Form’ button - Stop and finish checklist later.

~

Note: The Checklist consists of three (3) columns:
A.
B.

Item - Identifies task.

Status - Identifies current state of task.

Open - Task is awaiting action from you.

Completed - Task action accomplished.

N/A - Task action is not required.

Comments - Enter relevant task notes if needed.J

N

2 VSU Clearance Requests 22 My Tasks .22 Clearance Area Checklist

Purchasing checklist for Test Account

D 40

Overall Clearance In Progress
Status
Checklist Status In Progress Note: The top form fields populate
Clearance For Test Account automatically.
Employee D 1234567
W Number V03000010
Supervisor Gary Martin
Last Day of 04/30/2021
Employment
Address
Telephone
Attachments Clearance Motes.txt
Created 4/30/2021 10:45:36 AM - Gary Martin
B. C
ItemL Status / Comments /
N 2] ovends, T
2744: Corporate Card { Completed Qo \
P 9 y /3—'
Sol Y NA Gy 7
4.



Student Accounts: Complete Checklist Tasks

Instructions
2 VSU Clearance Requests 2% My Tasks .29 Clearance Area Checklist
1. Review the task listed in the ‘Item’ column. Student Accounts checklist for Test Account
2.Select ‘Completed’ or N/A’ to describe the actionyou " !
take gt\;?[li;” Clearance In Prggress
' Checkist Status in Progress Note: The top form fields populate
3. Enter task notes in the ‘Comments’ text box, if needed. cexerefor  Testhceon automatically.
Employee ID 1234567
4. Click ‘Complete Checklist’ button when action is taken "™ ;":”y“iiztm
. upervisor
on all items. YOU’RE DONE! Loty ot w4300+
OR Address
“ Telephone
> ‘Save Changes’ button - Keep corrections made to N e
form. |
i Z rea 4/30/2021 10:45:36 AM  Gary Martin
> ‘Close Form’ button - Stop and finish checklist later. —“* o
Note: The Checklist consists of three (3) columns: \ o G I f‘*j“f_P_._/_ _ Comments
A. Item - Identifies task. 1 2.7 ©opengmm .
=D e Tution Wai . o) )
B. Status - Identifies current state of task. 27 Tutton Watver N e/ e

. . . . \\ ~ NJ’AK f’/
. Open - Task is awaiting action fromyou. |  Toeoo--7

+  Completed - Task action accomplished. 4.
«  N/A - Task action is not required. SaveChanges \M
\C. Comments - Enter relevant task notes if needed.J : 55




Technology Services: Complete Checklist Tasks

Instructions
> VSU Clearance Requests 22 My Tasks 2% Clearance Area Checklist
1. Review the task listed in the ‘ltem’ column. Technology Services checklist for Test Account
D 40
2. Select ‘Completed’ or N/A’ to describe the action you Overal Ceararce i progess
take. Checkist Status In Progress Note: The top form fields populate
/ / Clearance For Test Account automatically.
3. Enter task notes in the ‘Comments’ text box, if needed. _ . B 4
. < % “ W Number 09000010
4. Click ‘Complete Checklist’ button when action is taken ... —
on a_ll items. YOU’RE DONE! Last Day of 0473012021
OR Address
Telephone
> ‘Save Changes’ button - Keep corrections made to Atachanents o e o
form.
_ . Created 4/30/2021 104536 AM Gary Martin
» ‘Close Form’ button - Stop and finish checklist later.
Item A. StatusB/. Commentg /
Note: The Checklist consists of three (3) columns: \ - @ @000 |
A. Item - Identifies task. 1 2:° 2 OPEN .
B. Status - Identifies current state of task. TG IT Eautpment L : o e~ T

~ NA Gy -~
. Open - Task is awaiting action fromyou. |  Treoo--o7

. Completed - Task action accomplished. 4
+  N/A - Task action is not required. Saie Chenges w

\C. Comments - Enter relevant task notes if needed.J




Technology Services Security: Complete Checklist Tasks

Instructions 2 WSU Clearance Requests 22 My Tasks 22 Clearance Area Checklist
Technology Services - Security checklist for Test Account
1. Review the task listed in the ‘Item’ column. D w
Cverall Clearance In Progress
2. Select ‘Completed’ or N/A’ to describe the action you Checkist Status In Progress Note: The top form fields populate
take. . . automatically.
3. Enter task notes in the ‘Comments’ text box, if needed.  swevs Gary Martin
Last Day of 04/30/2021
Employment
4. Click ‘Complete Checklist’ button when action is taken "™
On a_ll items. YOU,RE DONE! Altachments Clearance Notes. txt
OR Created 4/30/2021 10-45-36 AM - Gary Martin
It A& st tB/ © E/
> ‘Save Changes’ button - Keep corrections made to 1 e
Open .
fo rm . 2747: Computer Passwords/Software ( Completed “ \l 3/
\\\ O A ,’/
> ‘Close Form’ button - Stop and finish checklist later. - ;\
Note: The Checklist consists of three (3) columns: \ 2748: Banner Seff Direct f Completed
A. Item - Identifies task. .
B. Status - Identifies current state of task. S P e e Tl O zzleted
+  Open - Task is awaiting action from you. * o
° Completed - TaSk aCtion accompliShed' There are still open items on this che Iiﬂ.l:'lease complete all checklist items before submitting the checklist.
«  N/A - Task action is not required. Save Changes Compists Checkist

\C. Comments - Enter relevant task notes if needed.J




UTS: Complete Checklist Tasks

Instructions

1. Review the task listed in the ‘Item’ column.

2. Select ‘Completed’ or N/A’ to describe the action you
take.

3. Enter task notes in the ‘Comments’ text box, if needed.

4. Click ‘Complete Checklist’ button when action is taken
on all items. YOU’RE DONE!

OR

> ‘Save Changes’ button - Keep corrections made to
form.

» ‘Close Form’ button - Stop and finish checklist later.
Note: The Checklist consists of three (3) columns: \

A. Item - Identifies task.

B. Status - Identifies current state of task.
. Open - Task is awaiting action from you.
. Completed - Task action accomplished.

. N/A - Task action is not required.

\C. Comments - Enter relevant task notes if needed.J

2 VSU Clearance Requests 22 My Tasks 22 Clearance Area Checklist

UTS checklist for Test Account

In] 40
Overall Clearance In Progress
Status
Checklist Status In Progress
Clearance For Test Account Note: The top form fields populate
Employee ID 1234567 automa t,cally.
V Mumber V09000010
Supervisor Gary Martin
Last Day of 04/30/2021
Employment
Address
Telephone
Aftachments Clearance Motes txt
Created 4/30/2021 10:45:36 AM - Gary Martin
Item G — Status/ Comments/
\1' 2.,"@Openg\*\\ 3
2750: Cisco IP Phone Pin ( O Completed Guume ) —
\ 4
Se O NIAK o
® Gpen
(
2751: V53U TrojanCard O Completed
o NIA
Save Changes Complete Checklist



Payroll: Complete Checklist Tasks

Instructions

1. Review the task listed in the ‘Item’ column.

2. Select ‘Completed’ or N/A’ to describe the action you
take.

3. Enter task notes in the ‘Comments’ text box, if needed.

4. Click ‘Complete Checklist’ button when action is taken
on all items. YOU’RE DONE!

OR

> ‘Save Changes’ button - Keep corrections made to
form.

» ‘Close Form’ button - Stop and finish checklist later.
Note: The Checklist consists of three (3) columns: \

A. Item - Identifies task.

B. Status - Identifies current state of task.

. Open - Task is awaiting action from you.
. Completed - Task action accomplished.

. N/A - Task action is not required.

\C. Comments - Enter relevant task notes if needed.J

> vsU Clearance Requests > My Tasks D Clearance Area Checklist

Payroll checklist for Test Account

D 40
Overall Clearance In Prograss
Status
Checklist Status In Progress Note: The top fOI'm fIEIds pOpUthe
Clearance For Test Accourt automatically
Employee ID 1234567
\ Number V09000010
Supervisor Gary Martin
Last Day of 04/30/2021
Employment
Address
Telephone
Attachments Clearance Notes txt
Created 430/2021 1045:36 AM - Gary Martin
Item h Statusk Comments /
xl' 2..- © opengems, e
\ j-—'
2752: Confirm Balance '\ Completed Qo !
N s
~o. P NA o
® Open
2753: Verify Signatures 0 Completed
o N/A

Save Changes Complete Checklist




Payroll & OHR Final Activity

“After all functional units have completed the
Clearance Area Checklist tasks, an email notification
will be sent ‘automatically’ to payroll@vsu.edU”,/ENTNL‘;\

> A
/ .

“OHR will continue to deliver all separation
documents to Payroll Office (i.e. A-21 forms).”
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New Clearance Process Improves OHR Capability

The Automated Clearance Form Process provides OHR staff the

following capabilities:

* Tracks Clearance Form status.

 |dentifies and makes processing delays easily visible.

« (Creates a repository to store Clearance Form data.

« Simplifies audit process.
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More Robust Tracking & Viewing Capability

“OHR Administration staff have multiple ways to view:

« who currently has the Clearance Request Form

* who has completed the Clearance Request Form
» who is delaying/holding up the Clearance Request Form

See 3 views below that provides robust tracking and viewing capability.

Search for .
Clearance ‘AL, Application

Request ‘In-Progress’ Workflow
or Setting

‘Completed’
Request

36



OHR Administration Staff: Accessing Views

“OHR Administration Staff will have viewing privileges that others will not have!”

r £
| want to...
. »» Create a Clearance Request
1. Everyone will have the same < 22 View My Clearances >
‘Main Menu’ »» Complete Clearance Tasks
2> View My Activity
& J
(

Administration

2. OHR Administration staff only will < > View All Requests >
have the ‘Administration Menu’ 2> Workflow




How to Access: ‘Clearance Request View’

Instructions

To access the ‘Clearance Request View’:
| want to...

1. Select ‘View All Requests’.

2 Create a Clearance Reguest
2> View My Clearances

> Complete Clearance Tasks
> looks lik
OOKS lIKe. > View My Activity

Note: The next slide will display what the
actual

Clearance
Request

Administration

—> > View All Requests
) "-."-."DFKHO".'.'
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‘Clearance Request’ View - Consists of 3 Sections

Top Section Middle Section

Clearance Request 39 & Clearance Areas

Area Status
Clearance Status Cormpleted
m Clearance Completed
Clearance For Test Account
Employee D 1234567 = Supervisor Completed
W Number AOSO00010 1 . Dlsplaysz E:;a}rtmental Request for Personnel Action W Completed 2 D]SplayS'
= ° 5 . . A
E-LIDE'WiE-G‘-l' HB!’F}I'I'I = Hrng Clearance StatUS S;sljg;at.lon Letter submitted W Completed ° Clearance AI"eaS (SUPGI’V]SOI’,
olicy and Procedure Manuals W Completed
Last Day of 04/02/2021 * Employee data All Equipment ™ Completed Administrative Services, etc.)
Em [JID"_-{I"I"IEI‘“ Keys W Completed
Address . Superv]sor data Reports/Completion of all assigned tasks W Completed . Status of each task
Outstanding Leave Forms submitted to HR W Completed
TE‘1E|:I|1 OnRe F'.I due diligence validation (needs OSP W Completed
signature)
attachments Mo attachments m Administrative Services Completed
Fixed Assets and Accounting Control W Completed
Created Af2372027 12:3 Activities .
_ Bottom Section
. =
] Initiator Submit Clearance Kerryn S. King 4/23/2021 12:32:48 AM
Supernvisor Approve Request Kermyn 5. King 4/23/2021 12:37:20 AM approved
Supervisor Complete Kerryn S. King 4/23/2021 12:43:56 AM
Administrative Services Complate Kerryn S. King - DBA 4302021 10:24:56 AN
Cashier's Office Complete Kerryn S. King - DBA 4/30/2021 10-25-02 AM 3 . D]SplayS:
Finance Complete Kaerryn S, King - DBA 4/30/2021 10:25.07 AM ° ROle - Functional Un_it
Human Resources Complete Kerryn S. King - DBA 4/30/2021 10:25:14 AM
H.uman Resources - Training Complete Kerryn S. King - DBA 4/30/2021 10:26:47 AM ° Act_iv_ity _ Approve, Complete’ etC,
Library Complete Kerryn S. King - DBA 4/30/2021 10:27:01 AM
Purchasing Complete Kermyn S. King - DBA 4/30/2021 10:27:20 AM
Student Accounts Complete Kerryn S. King - DBA 4/30/2021 10:27-:41 AM ¢ Date Of act'iv'ity
Technology Services Complete Karryn 5. King - DEA, 4/30/2021 10:28:13 AM
Technology Services - Security Complete Kerryn S. King - DBA 4/30/2021 10:36:48 AM . . .
uts S Kemyn S. King - DBA amozoz1 03739 am | * Name - Designee who has completed activity.
Payroll Complete Kerryn S. King - DBA 4/30/2021 10:42:39 AM

39




How to Access: ‘Search for All’, ‘In Progress’ or

‘Completed Request’ View

Instructions

To access ‘Search for ‘All’, ‘In-Progress’ or ‘Completed

Request’ View: | want to...

VL . ) Create a Clearance RE‘QUE‘SI
1. Select ‘View All Requests’. B View iy Clearances

/ , 7 > Complete Clearance Tasks
Note: The next slide will display what the D View My Activity

actual * > looks like.

Search for
‘All, . .
‘In-Progress’ . Administration

or —> D view All Requests
) "-."-."DFKHO".'.'

‘Completed’
Request

40



Search for ‘All’, ‘In Progress’ or ‘Completed Request’ View

Consists of 2 Sections

Note: This view displays 3 types of ‘Clearance Status’ of a Request: ‘All’, ‘In Progress’, or ‘Completed’.

All Requests

Clearance Status Request For Supenvisor Created By

® 4 Cnprogess Y Compieted

5. Click ‘Search’ button
OR

1. Select ‘All’, ‘In Progress’, 2. Enter 3. Enter 4. Enter initiator‘s name. L ;
or ‘Completed’. employee’s supervisor’s (Note: This may be ggtc: Reset’ to clear all
name. name someone other than the .

supervisor.)

cotum for remts | l0afammm—-r e e Lo et S G b DonOowed |
i) Test Agcoun Completed Kaen 5 King (43 Kiima 5. King AN
A Tesl Accound Completed Wamn 5 King (L2 Keryn S King il
R DR tia§ a3 T § e
Y Chnsty Johreson-Dlber Completed Darla Clamres % Careea Ciermmors e
. K A Jemmett Awaiting Supervisor Approval iy bas IV Kema 5 Kig L iy
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How to Access: ‘Application Workflow Setting’ View

Instructions

To access ‘Application Workflow Setting’ View:
1. Select ‘Workflow’.

| want to...

) Create a Clearance Request
2> View My Clearances
Note: The next slide will display what the » Complete Clearance Tasks

actual / / looks like. > View My Activity

Application

Workflow
Setting Administration

1 2> View All Requests

— ) l'n'I'-'ID FKHO"*'.'
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‘Application Workflow Setting’ View - Consists of 1 Section

Note: This view displays ‘workflow’.
This is another way to track the Clearance Request. This view displays the current state of the

Clearance Request, who needs to take action and what action is required.

Process 1D

14
14
14
14
14
14
14

State 1D

136
136
136
136
136
136
129

Application Workflow Settings

1.
1. Click ‘Refresh’ button for the most recent update.

State

Awaiting Payroll Complation
Awaiting Payroll Complation
Awaiting Payroll Complation
Awaiting Payroll Complation
Awaiting Payroll Complation
Awaiting Payroll Completion
Awaiting Suparisor Approval

Awaiting Supervisor Approval

1.State
The internal status
of the request)

State Type

In Progress
In Progrezs
In Progress
In Progress
In Progress
In Frogress
Awaiting Approval

Awaiting Approval

2. State Type
Identifier used in

Email or Report
as an alternative

to describe state.

Role

System

HR: Coordinator
HR: Coordinator
HRE Coordinator
HR Coordinator
HR: Coordinator
Supenvisor

Supanisor

Action

Complete Payroll Tasks
Close Request

Close Request

Close Reguest

Close Requast

Close Request

Approve

Decline

Account 1D

waligmartin
vaukkingdba
vELAMMorse
vaU\psimpson

vsuitsimmaons

3. Role
Identifies
unit
designee

4. Action
Identifies what the unit
designee must do.

5. Account ID
Provides user’s
system account

information.

User Name

Gary Martin

Kerryn 5. King - DBA
Misty Morse

Pansy L Simpson

Tanya L. Simmons

6. User Name
Identifies user by
name.
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Contact Information -

Need assistance?

Please direct all training comments, questions or concerns to:
hr@vsu.edu

Please direct all technology comments, questions or concerns to:
IT Service Help Desk @ (804) 524-5210
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