Multiple Approval Group User Manual For IFHRMS

Multiple Approval Group User Manual:

1. Approval Group Creation Process for HRMS.
2. Role Reassign / Update Process.

1.Human Resource New Approval Group Create Process:

Announcement (5] iy
B8 aat *

Welcome to Oracle E-Business Suite!

Home | Home Add to Favorites
Dear User, Requesting to be patient and TN DDO Approval (GTN Human

avoid clicking the application multiple times (e

Please wait for some time after hitting a button
and let the eBS process the request. This may
take some time as we are experiencing high
network fraffic.

Step | Action

1 wWws6edev Login Page -uflev HR Verifier &@&flw User Name & Password ug el login

Q&FUIS Q&TETETELD.

2. ety Home GTN DDO Approval Group Admin eresrm Menu-eme Click Q@& WiwayLd.

DDO Approval Group

Welcome Jeevanandham R,
Pending Notifications

Below is a list of your most important notifications. Select the subject to respond or select "Full List” to see all your notifications Full List (6) Configurable Links
link1

Heb#ym

From 2 Type - Subject Sent v Due -
GTN HRMS Workflow Casual Leave Request has been Failed. Please contact System Administrator. 13-Jun-2019 link3
GTN HRMS Workflow Transacfion Number 6615 for Transfer - Order Entry in SR has been completed successfully. 12-Jun-2018 in|
GTN HRMS Workflow Transacfion Number 5080 for GPF Subscription Update has been completed successfully 29-Apr-2019
GTN HRMS Workflow Transacfion Number 5078 for GPF Subscription Update has been completed successfully 29-Apr-2019
GTN HRMS Workflow Transaclion Number 5075 for GPF Subscription Update has been completed successiully 29-Apr-2019

link2

in

@ TIP Vacalion Rules - Redirect or auto-respond fo notifications.

Step Action

3. @\6& Screen- 6o DDO Approval Group 6TedTm Button-&3 click Q& iweyLb.
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Simple Search Page

Note that the search is case insensitive
DDO Name 4401/0025|SECTION OFFICER(BILLS)| DDO Code 44010025
Madule Name 2 Approval Group Name
Go  Clear
Create  SwitchDDO | [ = Mo & v [ill

DDO Code DDO Name Module Name Group Name Start Date End Date Action
No search conducted

Step | Action

4. @\b& Screen- v LB GMTSH e ([H approval Group-83 2_(H6UT& 85 Create 6T60TM
Button-g3 Click Q& uIuwie]LD.

(& Search and Select List of Values - Internet Explorer
Search and Select: Module Name Cancel | Select ™

Search
[ ]

Approver Group To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button Review
Search By Module Name|v] Go rover Group[~| | M|

prover Group Details Results

DDO Name 4401]0025|SECTION OFFICER| 4 Previous 10 11-20 [~] Next 10 &
 Approval Group Name Quick

Select
* Module Name Select

Module Name

Description (@] * DOF Deposit Payment Advice
External Aided Project (EAP)
Guarantee

HRMS - Service Register(SR)
Loans & Advances

NABARD

Open Market Loans(OML)

Step | Action

5. 315601 LY60T Approval Group Name 6160t field-83 Click Q&1
o HIGEHSHE CeuevoriqUlg GLIMeL 6(H Group Name-£3 BiIsGeT LIG6)]
QF WIS Q& TeTema)]LD.

6. LYedTL] Module Name 68T field 2_6T6IT Search eTedTen)LD icon -83 click Q& Ul
Service Register Process- &@fli HRMS-Service Register(SR) 6T60TM Module-£3
QF UG Q& TeTema)]LD.

7. @ &\6v Start Date 6T6dTLIZI [HMBIG6T 6T6dTMI approval Group create
QFWRMTEHCETT eTemnml GHHeml System FHeoTT&HGe6 Start Date

T(H & SI5C &HITETEHLO
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DO Approval Grou

Approver Group Additional Approval Group Review’

Approver List
Cancel Approver Groupi]

Approver Group Details

Points to
Consider

DDO Code 44010025
Start Date  25-Apr-2019
End Date

DDO Name  4401]0025|SECTION OFFICER(BILLS)]
OP2 - AS02 - UPTO US

HRMS - Service Register(SR)

Approval Group Name oy ahach ol
Module Name your existing
spprovsl group
that any of your
existing group
have same
approvs
information before
creating new
approvsl group to
svoid the
redundant
information

Description

Step Action

8. LN 6dTLy Next eT6dTm Button-£3 Click Q& UlwieyLD.

DDO Approval Group

VN
[ ]

Approver List Review

Approver List  [w]

Approver Group Additional Approval Group

Cancel Back

@ TIP Updating ‘End Date’ and ‘Reassign Later flag as ‘No’ is considering that deaclivate the current person and action is not required for an open nofifications.
@ TIP This page will display active approvers’ details only. Kindly use report to see history records.
@ TIP Reassign can done with same approver type only

Approver Group Details

DDO Name
Approval Group Name

Module Name

4401|0025|SECTION OFFICER(BILLS)|
HR Common
HRMS - Service Register(SR)

DDO Code 44010025
Start Date  27-Jun-2019
End Date

Description

Approver List From Current DDO

Add || E 2 (6 £~ @
*Type
No search conducted

B Sequence “Office Name “UserId User Name Start Date End Date B Reassign Later Update Reassign Delete

Approver List From Other DDOs

Add | Bl & 75 £ w [

B Sequence Delete

*Type Get User Details Office Name “UserId “User Name Start Date End Date *Reassign Later Update Reassign

No search conducted.

Step | Action

9. @BS Femngullev Approver List From Current DDO & Approver List From Other
DDOs eT60rm)l @) 7600t (h Process-&6T @)(H& & LD.

1.@&6v Approver List From Current DDO 6TedTLIZI 2 K18 @hemL L office LOMMILD
2 _mI&engl Under Control -6 @ H&GLD Office Name & Employee Number
I|METSHGILD GG TEOTMILD.

2. LNedTL] Approver List From Other DDOs 6T6dT LIG 6V LDMHM 26076075 &I Department-
6L @ H& LD Office Name & Employee Number G&meoTmiLD

Sensitivity: Internal & Restricted
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DDO Approval Group

V'S

@) [ ]

Approver Group Approver List Additional Approval Group Review

Cancel Back Approver List Next

@ TIP Updating ‘End Date’ and ‘Reassign Laler flag as ‘Mo’ is considering thal deactivate he current person and action is not required for an open nofifications.
@& TIP This page will display active approvers’ details only. Kin{
@ TIP Reassign can done with same approver type only. @ Information

Approver Group Details Would you like system to create initiator row for all your reporting offices?

DDO Nai
Approval Group Name HR Common Start Date 27-Jun-2019
Module Name HRMS - Service Register(SR) End Date

Description
Approver List From Current DDO
Add || 2[5 £~ @0

“Type “ Sequence “ Office Name “Userld User Name Start Date End Date “Reassign Later Reassign Delete
No search conducted.
Approver List From Other DDOs

Add || I 2[5 8 @0
Type - Get User Details _ Office Name “Userld  “User Name Start Date End Date  “Reassign Later

Step Action

10. L9ledTL Approver List From Current DDO §GLpu]eiTem ADD 6T60TMm Button-g3
(WSHLWMWITS Click QFUIS6|L 60T Hengullev 2_eaTameummi s POP UP Message Box
GameoTMILD.

1.@)56V "YES " eTedTm) Click Q&G 6V 2_MhI8EH 6L office LDMMILD 2_MHIG6m&l Under
Control -6V @ [H&H G LD emeTSHSILD Office-& @D Initiator Create G1& U6 &M & 6T
alflenFenwl SmersGeal System 2_(HeUMEGLD.

2.19601L] “NO”6T6dTO) Click Q&F U160 2 MG Eh & Office-8@&flW Initiator Create
QEFWIeUEMSMeT auflem&emnil LDMMILD G TeTmiLD.

O °
Approver Group Approver List Additional Approval Group Review

Cancel | Back Approverlist [v| Next
@ TIP Updating 'End Date’ and ‘Reassign Later flag as 'No' is considering that deactivate the current person and action is not required for an open notifications.

@ TIP This page will display active approvers’ details only. Kindly use report to see history records
@ TIP Reassign can done with same approver type only

Approver Group Details

DDO Name  4401]0025[SECTION OFFICER(BILLS)| DDO Code 44010025
Approval Group Name HR Common StartDate 27-Jun-2019
Module Name HRMS - Service Register(SR} End Date
Description
Approver List From Current DDO
Add || 2[5 v @D
“Type * Sequence

* Office Name User Name Start Date End Date ~Reassign Later Update Reassign Delete

27-Jun-2019 P w

Approver List From Other DDOs

Add | El 2 TS $F e [

“Type ~ Sequence Get User Details  Office Name “Userld  ~User Name Start Date End Date  ~ Reassign Later Update  Reassign  Delete

Mo search conducted

Sensitivity: Internal & Restricted
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Step | Action

11. LNedTL Type 6T6dTm field 2_6iTeIT Search 6TedTewILN icon -3 click Q& UIG! Initiator
Select 6TeOTLIENS Q&F UIWIQ]LD.

315 60TLI60TL| Sequence eTedT field-6V eedTmI(1) 6TEOTLIG SMeoTmsCeu
b S GILD.

12. L9 edTLy Office Name eTedT( field 2_6T6IT Search eTedTenILD icon -83 click Q& UG
o mIgGengl Office- & Select QFUIS Q& TETETELD

13. LNm& User 1D et6dTm field 2_6iT6IT Search 6T6dTenlILD icon -&3 click Q& UIG!

2 MIG6MG Initiator- & @&l Employee Number Select Q& UG LD.
315607 L60TL| User Name 6160t field-6v Initiator- & @& Iflul Employee Name
SmermeGCel aub el (BILD.

14. @ &\6v Start Date 6T6dT LIS [HBIGET 6T60TMI approval Group create
QEFEWRMTEHC6TT eTemnml CEHHemll System SHeoTT&HGea Start Date
T(H &S FHC&HTETEHLD

IDDO Approval Group;

Approver Group Approver List Additional Approval Group Review
Cancel | Back Approverlist [v]| Next

@ TIP Updating ‘End Date’ and ‘Reassign Later' flag as ‘No' is considering that deacfivate the current person and action is not required for an open nofifications.
@ TIP This page will display active approvers’ details only. Kindly use report to see history records.
@ TIP Reassign can done with same approver type only

Approver Group Details

DDO Name 4401|0025|SECTION OFFICER(BILLS)| DDO Code 44010025
Approval Group Name OP2-AS02 - UPTO US Start Date  25-Apr-2019
Module Name HRMS - Service Register(SR) End Date

Description

Approver List From Current DDO
add | ] 2 TE v [

“Type “Sequence " Office Name “UserId User Name Start Date End Date  “Reassign Later Update Reassign Delete
Initiator 1 FINANCE DEPARTMENT - SECRETARIAT 16010508000 Jeevanandham R 25-Apr-2019 It 23
Verifier 2 FINANCE DEPARTMENT - SECRETARIAT 16010496244 Arun Prasad S 25-Apr-2019 P 23

Approver 99 FINANCE DEPARTMENT - SECRETARIAT 16010274132 Padmamalini J 25-Apr-2019 P a5

Approver List From Other DDOs

Add | | I @ 6 £t v [
“Type * Sequence Get User Details  Office Name “Userld  ~“User Name Start Date End Date “Reassign Later Update  Reassign  Delete
No results found.

Step | Action
15, | 916sGUMeL LDMILIQU|LD Add button -@) click @& U1g Verifier & Approver select
QF UG Q& meTema)]LD.

a) @Blev Approver- &8ITeoT Sequence 6T6dTM field-6v (99) 6T6OTLIG
STeTmsGal aub s el (HILD.

b) @L60Tmev Verifier- &&meoT Sequence 6T6oTm field-6V 2 to 98 eUemT U] 6iTerT
6T600T600T16L 67 BHEBILD 62(TH humber-83 BMIGET STeoT LI 6
QFWIWGeuetor(hLD.

o gQeoreofley @& approver Group Process- & QIIMTMISEHEUENT 61555 60)60T
Initiator LOMMILD Approver select Q& IS eVILD 21&5M&Flw Sequence 1 & 99
eTeoTLIen & default- 21,85 G6U system 6T(H & SIS G & TETEHLD 60T T6V
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Verifier-&@ LOL_(H)ILD 2 to 98 aUemTU|6ITeT number U|E3I6IT 6260T6MM
BrhI&6TEmeoT type Q& UIWGaU600T(HLD.

d) 9I8xGUIM6eL 6p(H Approval Group-6V 6(h verifier-&@& Q&HTHSHS sequence
number-23 LDMBMIT(H verifier-&@& QHMTHEHFHEHTn LTSI

16. | L9edTL| Next eTedTm Button-g3 Click Q& UIwlaLd.

IDDO Approval Group!

Approver Group Approver List Additional Approval Group Review

Cancel | Back Additional Approval Group[v] | Next
@ TIP More than one active additional approval group is not accepted

@ TIP Make sure that additional approval group should have one initiator user alone. If added approval is having more than one initiator then it will go to all for approval

Approver Group Details

DDO Name  4401|0025[SECTION OFFICER(BILLS)] DDO Code 44010025
Approval Group Name  OP2 - ASO2 - UPTO US Start Date  25-Apr-2019
Module Name HRMS - Service Register(SR) End Date

Description

Additional Approval Group Mapping
Add | H 26 @

~ Approval Group Type “DDO Name “Module Name ~ Approval Group Name Start Date

End Date Update Delete
No results found.

Approvers details from additional approval group

He2 bG8y m
Type Sequence * Office Name

User Name Start Date End Date
No results found.

Step | Action

17. 9 MmIG6T Office L &GO &Fl6v SR Process-& @& dn(h&6v Office-85@& Approval
GUTHBaUevoT(HLD 6Tevflev @S page LIUIGOTLI(H &S &6\ & MeT6meuITL.

Example: Long Term advance (Motor Cycle, Car& Computer, etc..) 2_mi&eT Office
approval W95 LIMG FabH 6L Office-6v 6THG Approval group-&@&
CUMEHG6U6tOT(HLD 6TEITLIENS HMMHIFH6T @MmIGH Mapping Q&F IS

Q& METEMEVITLD.

Sensitivity: Internal & Restricted
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Approver Group Approver List Additional Approval Group Review
Cancel | Back Review [™]  submit

Approver Group Details

DDO Name  4401/0025|SECTION OFFICER(BILLS)| DDO Code 44010025
Approval Group Name  OP2 - ASO2 - UPTO US StartDate 25-Apr-2018
Module Name HRMS - Service Register(SR) End Date
Description

Approver List From Current DDO
HeoS5dvm

Type Sequence User Id User Name Start Date End Date “Reassign Later Reassign Remarks
Initiator 1 16010508000 Jeevanandham R 25-Apr-2019
Verifier 2 16010496244 Arun Prasad § 25-Apr-2019
Approver 99 16010274132 Padmamalini J 25-Apr-2019

Approver List From Other DDOs

Hes#a-m
Type Sequence User Id User Name Start Date End Date “Reassign Later Reassign Remarks
No results found.

Additional Approval Group Mapping

Step Action

18. LS 6 QFUIS 3eMetTH S &&HeU6VEe6TW D FlUMTss LleoTL] Submit
6T60T M Button-g3 Click Q& WIWi&LD.

Sensitivity: Internal & Restricted




