How to view the status of a "Request”
with a "Request ID" in SA

1. Click on the "Human
Resources" Tab

|
Backend Landscape eRecruiting Human Resources Payroll Procurement Finance Reports
Transactions | Reports
MDCP3 Overview
O Reguest Emplovee Position Change, Transfer, or Additional Assignment Display Emplovee Information
L Work Locations can request changes and/or addition of assignments. n’g Waork Locations can view employee’s information.
O View Status of Emplovee Position Change, Transfer, or Additional Aszignment @ Maintain Employee Data
T [ Work Locations can check the status of a pending reguest. %@ Work locations can enter Injury Date for Workers Compensation and Objects on Loan.
Decentralized Termination
[& Work Locations can terminate assignments. 2 C||Ck on "VieW

Status of
Employee..."
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Backend Landscape eRecruiting Human Resources Payroll Procurement Finance
Transactions | Reports

View Status of Employee Position Change, Transfer, or Additional Assignment
Display PCR

| Menu, |} | Back || Exit || Cancel | | System |

RequestID <——3.Clickinthe

empty box.

Backend Landscape eRecruiting Human Resources Payroll Procurement Finance Reporis
Transactions | Reporis

View Status of Employee Position Change, Transfer, or Additional Assignment
Display PCR

| Menu, |} | Back || Exit || Cancel | | System,/ |

RequestID 33041 <94 Input the
"Request ID"
number and press
"Enter"
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Backend Landscape

Transactions | Reporis

eRecruiting

Human Resources Payroll

Procurement Finance

View Status of Employee Position Change, Transfer, or Additional Azssignment

| Display PCR

I| Menu, |} |Back || Exit || Cancel | | System, | | Approver Information &2 Click on

"Approval

Information”
Start Date 12/08/2011 Adtion Type 25 | Add Assignment
RequestID 33941 Act Reason 01|

Fequest Details
Person ID

Personnel Mo

Posilion

0
|53EEEI 673 PARAN-GENEFPARAI-GENERAL

Pers. subarea

|21 2%

Job

|52EIEI-'-12 59 51 114PARANI-GENERAL

Personnel area

|I'-IEF'EI HNIS UTD Paraprofessionals

EE group

2 Temporary

EE subgroup

A2 |PT Hourly

Business Area

2251 GREYNOLDS PARK EL EMENTARY

Region 11 |
Fund |42EIEIEIEI

Funclional Area 31870008-520000 |
G Account |51 5000
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Backend Landscape eRecruiting Human Resources Payroll Procurement Finance Reports

Transactions | Reports

View 5tatus of Employee Position Change, Transfer, or Additional Assignment
Display PCR

[ Menu, |} [Back || Exit || Cancel | | System ] | [ Approver Information |

Start Date 12/88/2011 Adtion Type 75 | Add Assignment

RequestID 33941 Act Reason lﬁ'
Request Details Il:l:’ Display PCR
Person I |

Personnel Mo. 0 ped| Approver Information

Position 53260673 PARAI-GENEPARA II-GENERAL UseriD pprover Name

Pers. subarea 212X

Job 52004250 |51114PARA I-GENERAL

Personnel area N2PE |NIS UTD Paraprofessionals

EE group |§|Temporar)'

EE subgroup LE'PTHourIy

Business Area 2281 |GREYNOLDS PARK Bl EMENTARY

Region 11 : :

Fund 420000 6. A new window will pop-up and show
Fundlional Area 31070000-520000 where the transactions is pending.. (Only
AL Account 515000 if the transaction is still pending)
Comments == T ==

I

Request status 7 Only When

Stalus  Pending ] Approval 4 is

Created  12/06/2011 [07:36:58 < approved, then the

Approval 1 12/08/201109:42:07 | & request is "fully"

Approwval 2| ||BEI:EIB:BEI|! | approved.

Approval 3 12/08/201112:15:33] |

Approval4 | |oe-08-00 | . R

Cancelled | Goeo-oe . 8. If the request was "Denied" it will

show on the "Cancelled" Section...

usually with a "Comment"
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