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THE UNIVERSITY of EDINBURGH

System User Guide

Employee/Line Manager Guide - How to view and
respond to notifications

We realise this formatting may not be accessible for all - to request this document in an alternative

format please email or call HRHelpline@ed.ac.uk.
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Introduction
This guide covers key tasks for Employee and Line Managers in ‘How to view and respond to

notifications’ system process.
Before you begin, make sure you know...

1. Some processes will require approval from others. In some instances an approval can pass
through many levels of the organisation.

2. If you belong to a user group where multiple peers could get the same notification as you (for
example, Finance Manager), please go into the system to check if someone else has already
approved the notification. Otherwise, if you try to approve directly from your email, you might
receive an error message.

3. Toview an employee’s approval routes,

a. Goto Me, then Directory
b. Search for the employee
c. Click on Representatives

In Brief

This section is a simple overview and should be used as a reminder. More detailed information,

screenshots and tips is provided within the ‘In Detail’ section.

How to view and respond to notifications

1. From the Home page, click the Bell icon on the top right corner.

2. Click on Show All to view all your notifications in one place.

3. Here, you can click on Assigned to Me to view all the tasks assigned to you, Created by Me to
view the ones you created and All to see them all at once.

4. Toremove notifications that are no longer valid click ‘Dismiss’.

5. Toview the notification in more detail click on the link, a new window will populate where you
can Mark as Complete, Mark as not Applicable, Withdraw and also add Comments or

Attachments.

How to view worklist and monitor approvals
1. From the Home page, click the Bell icon on the top right corner.
Click on Show All then select worklist.
Select Initiated Tasks.
Select the title link for the relevant process.
Scroll to the Approval History section.
The highlighted approver is the next person due to review the notification.

S
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Approve/Reject notifications

1.
2.

From the Home page, click the Bell icon on the top right corner.

The pop up notification will display brief details about the request. From here you can choose to
Approve or Reject immediately.

Alternatively for further information, click onto the notification and a new window will appear.
You can continue to Approve or Reject from here.

When you have confirmed your choice, the notification will be removed.

FYI notifications

1.

From the Home page, click the Bell icon on the top right corner.

2. The notification will show FYI and give a brief overview informing you of what has happened.

In Detail
This section provides the detailed steps and includes relevant screenshots from the system.

How to view and respond to notifications
1. From the Home page, click the Bell icon on the top right corner.

THE UNIVERSITY
of EDINBURGH

Good morning, Rose Perry!

Me My Team My Client Groups Benefits Administration Sales Service Knowledge Help 3
aus

v -_—
= Ty
Pay

Checklist Tasks

2. Click on Show All to view all your notifications in one place.
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. THE UNIVERSITY
of EDINBURGH

Notifications

FYl

Good morning, Rose Perry!

ACTION REQUIRED
Rose Perry
ACTICN REQUIRED
QUICK ACTIONS Task Confirm ff yo
Jessica Taylor
ACTICN REQUIRED 1 week ago
Personal Details . - -
—
[ [ ]]
Directory

Document Records Jessica Taylor

ACTION REQUIRED Tweek ago

e Identification Info

Jessica Taylor

Contact Info c Load More ltems 1.5 of 5 ftems

Time and Personal Current Jobs Roles and

Family and Emerger :
Absences Information Delegations

Public Info

Change Photo

Matemity Leave

3. Here, you can choose different views:
a. Assigned to Me to view all the tasks assigned to you
b. Created by Me to view the ones you created
c. Alltoseethem all at once.

THE UNIVERSITY
of EDINBURGH

Notifications

» Assigned to Me [_OCreated by Me (SoAH

Dismiss All

FYl 1 week ago

Task Your learning and development Allocated for Ruth Adler, 13 Was Assigned to Ruth Adler, 13

ACTION REQUIRED 1 week ago
Task Set your new start up for success Allocated for Ruth Adler, 13 Was Assigned to You

Rose Perry

ACTION REQUIRED 1 week ago
Task Confirm if your new hire has not turned up. Allocated for Ruth Adler, 13 Was Assigned to You

Jessica Taylor

ACTION REQUIRED 1 week ago

Task Complete Statutory reporting questions for (HESA and REF) Allocated for Ruth Adler, 13 Was Assigned to You

Jessica Taylor

4. For notifications that do not require further action you can click on Dismiss.
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THE UNIVERSITY
= of EDINBURGH

< Notifications

Assigned to Me (5) Created by Me (5) Al

FYl 1 week ago
Task Your learning and development Allocated for Ruth Adler, 13 Was Assigned to Ruth Adler, 13

ACTION REQUIRED 1week ago
Task Set your new start up for success Allocated for Ruth Adler, 13 Was Assigned to You

Rose Perry

ACTION REQUIRED 1 week ago
Task Confirm if your new hire has not turned up. Allocated for Ruth Adler, 13 Was Assigned to You

Jessica Taylor

ACTION REQUIRED 1 week ago

Task Complete Statutory reporting questions for (HESA and REF) Allocated for Ruth Adler, 13 Was Assigned to You

Jessica Taylor

5. For notifications that are listed with ‘Action Required’ simply select the notification and a new
window will appear.

THE UNIVERSITY
of EDINBURGH

Notifications

Assigned to Me (5) Created by Me (5) All

Task Your learning and development Allocated for Ruth Adler, 13 Was Assigned to Ruth Adler, 13

ACTION REQUIRED 1 week ago

Task Set your new start up for success Allocated for Ruth Adler, 13 Was Assigned to You

Rose Perry

ACTION REQUIRED

Task Confirm if your new hire has not turned up. Allocated for Ruth Adler, 13 Was Assigned to You

Jessica Taylor
ACTION REQUIRED 1 week ago
Task Complete Statutory reporting questions for (HESA and REF) Allocated for Ruth Adler, 13 Was Assigned to You

Jessica Taylor

6. From here you can select the ‘Actions’ button allowing you to:
a. Add comments
b. Add an attachment
c. Withdraw
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[ Approval of Leave Absence Request for Anrika Massey from 2020-12-21 to 2020-12-21 - Werk - Microsolt Edge

Approval of Leave Absence Request for Annika Massey from 2020-12-21 to 2020-12-21

Absence Request Approval

Annika Massey
From 21/12/2020 to 21/12/2020

Total Duration 7 Hours

Absence Request Details
Absence Type Leave

Absence Reason
Start Date  21/12/2020 7 Hours
End Date  21/12/2020

Duration 7 Hours

Approval History

B https://elxw-devé.fa.em3.oraclecloud.com/hcmUl/faces/adf.task-flow?tz=Europe%2F London&df=medium&dt=both&tf=short&lg=...

Request Information

Delegate
Reassign

Route Task

Escalate

Suspend

Withdraw

Skip Current Assignment

Add Comments

Add Attachment

Add Assignes

Comments
Impacted Assignments
Assignment Duration
Clinical Tutor Associate (MBChB Programme) 7 Hours
Total 7 Hours

ika Massey from 2020-12-21 to 2020-12-21

Approve

Show All

21 minutes ago

7. You also have the option to ‘Mark as Not Applicable’ or ‘Mark as Complete’. When you select
either of these you are presented with a comment box to be completed and the opportunity to

attach supporting documents if they are required.

Mark as Complete

Submit

Cancel

Comment | Task completed - Sept 2020|

Drag files

nere or

click to

add

aftachment
~
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How to view worklist and monitor approvals

1. From the Home page, click the Bell icon on the top right corner.

DEV3 - Refreshed from GOLD, copy of 4th May 2020

THE UNIVERSITY
of EDINBURGH

Good afternoon, Emma Cunningham!

Me My Team Help Desk Tools

TR B
Onbgarding Checkiist Tasks

e Identification Info
ct Info

Tirme and

&5 Family and Eme
) Y Absences

Things to Finish

2. Click on Show All then select Worklist.

DEV3 - Refreshed from GOLD, copy of 4th May 2020

THE UNIVERSITY
of EDINBURGH

Notifications

Assigned to Me (16) Created by Me (1) All

Job offer Trainer was drafted for candidate Ankita Narayan

Complete the interview questionnaire Interview Feedback Questionnaire for candidate Jose Rodriguez

FY

Updates to your interview with Mark Gillan for the job Trainer

FY

Updates to the interview with Mark Gillan for the job Trainer

Worklist ‘

Dismiss All

Dismiss

Dismiss

Dismiss

3. Select Initiated Tasks.
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/. DEV3 - Refreshed from GOLD. €Ol I} g o1 worist - Google Chrome - o x
& ebw-dev3.fa.em3.oraclecloud.com/integration/worklistapp/faces/home jspx?_afrloop = 56697534828878648 _afrWindowMode=08_afrWindowld=nullg_.. @
BPM Worklist 4D Emma Cunningham v
Vi k2 o Actions v O v  Me&MyGroupAllv »
B Title Number Creator ASSIQHEH Priority
N 5] Job offer Trainer was drafted for candidate Ankita 219274 811012020 325 PM
5] Complete the interview questionnaire Interview Fe 213245 8102020 324PM 3
My Tasks (16) -
5] Updates to the interview with Mark Gillan for the ¢~ 219124 8102020 11.46AM 3
5] Updates to your interview with Mark Gillan forthe 219123 8102020 11.46AM 3
My Staff Tasks 5] Updates to the interview with Mark Gillan for the j¢ 219082 8102020 11.16.AM 3
Administrative Tasks 5] Updates to your interview with Mark Gillan forthe 219042 8102020 11.16AM 3
5 5] An interview with Mark Gillan for the job Trainer h: 218996 81012020 10.12AM 3
iews
5] An interview with Mark Gillan for the job Trainer he 218994 8102020 10.12AM 3
Due Soon .
5] The interview with Freddy McConnell for the job i 216763 7102020 244PM 3
g Eriaity 5] Your interview with Freddy McConnell forthe job 1 218731 TH0R020 244PM 3
Past Day 5] An interview with Freddy McConnell for the job Tre 218759 7102020 2.43PM 3
Past Week 5] An interview with Freddy McConnell for the job Tre 216757 711012020 243PM 3
P M 5] Approval of Leave Absence Requestfor AnkitaNa 200804 Ankita Narayan 111062020 129PM 3
5] Task Are your personal details sill up o date? Allc 200787  Linda Lally 90612020 904 PM 3
Past Quarter -
5] Task e-signature of contract Allocated for Emma C 200786  Linda Lally 90612020 9.04PM 3
New Tasks N
5] Task Things to finish in your old role Allocated for | 200758  Linda Lally 9062020 904PM 3
(Copyriaht © 2005, 2018, Cracle andlor its affiiates. Al rights reserved
he title link for th
4. Select the title link for the relevant process.
£ DEV3 - Refrashed from GOLD, €04 15 o worist - Google Chrome - o0 x
elxw-dev3.fa.em3.oraclecloud.com/int on/worklistapp/faces/home jspx?_afrLoop=56697534828878648_afrWindowMode=08&_afrWindowld=null&_.
] dev3.fa.ems3. PF J P Q
BPM Worklist Emma Cunningham v
e b2 . Acions ¥ O w  Assigned v B ©
$ Worklist
& Title Number Creator Assigned Priority
Inbox 5] Job Offer Trainer for Recipient Ankita Narayan Re | 219248 Emma Cunning.. 81020203258M 3+

My Tasks (16)
Initiated Tasks (1)
My Staff Tasks
Administrative Tasks

Views
Due Soon
High Priority
Past Day
Past Week
Past Month
Past Quarter

New Tasks

ICopyright © 2005, 2018, Oracle andior its affiliates. All rights reserved.

5. Scroll to the Approval History section.
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.1 DEV3 - Reffe8 2] jop, Offer Trainer for Recipient Ankita Narayan Requires Approval - Google Chrome.

& ehw-dev3.fa.em3.oraclecloud.com/hemUlffaces/adf.task-flow?bpmWorklistTaskld=8376d 1e5-53 12-4ec7-8fc1-1

Job Offer Team

EC Emma Cunningham Hiring Manager
Manager
emma.cunningham@ed.ac.uk

sJ Sophia Jex - Blake Recruiter

Administrator
v1dwil23@exseed.ed.ac.uk

Collaborators
MG Mark Gillan

Mark Gillan@ed ac uk_DM_TEST

Approval History

8/10/2020 3 25PM
° Assigned to Michael Smith

8/10/2020 3.25.PM
0 Submitted by Emma Cunningham

- [m] X

265d7f58d658tbpm WorklistContext=6f797449-8c68-4c1e-b81d-c755e4ch8418%3B%3B. @

o

T
Copyright © 2005, 2018, Oracle and/or its affiliates. All rights reserved_

The highlighted approver is the next person due to review the notification.

Approve/Reject notifications
1. From the Home page, click the Bell icon on the top right corner.

THE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!

QUICK ACTIONS

.
M
@&

Family and Emert

Public Info

Help Desk

i

Onboarding Checklist Tasks

5 ]

Current Jobs
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2. The notification will appear with brief details about who is requesting action and about what. In

this example it is a leave request and the notification shows the name of the employee and the

dates of leave.

From here you can choose Approve or Reject.

THE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!

Me My Team

Quick AcTIons
N4 Personal Details
@@ Document Records

B} dentiication Info

Contact Info

Family and Emergency Contacts

Public Info

Change Photo

3.

My Client Groups

Notifications

@® LACTION REQUIRED

Annika Massey

Service

Help Desk

APPS

[
—
( [ []

Directory

L

Onboarding

Personal
Information

Time and
Absences

+

3 minutes ago

=

‘Checklist Tasks

—
K
© | &
Current Jobs Maternity Leave
and Pay
Assessment

If you want to see more information about the request you can click onto the notification. A new

window will appear and from here you can continue to Approve or Reject.

[S] Approval of Leave Absence

Absence Request Approval

Annika Massey

Total Duration 7 Hours

Absence Request Details
Absence Type

Absence Reason
Start Date

End Date
Duration

Comments

Impacted Assignments

Assignment

Total

Approval History

Approval of Leave Absence Request for Annika Massey from 2020-12-21 to 2020-12-21

Clinical Tutor Associate (MBChB Programme)

Request for Annika Massey from 2020-12-21 to 2020-12-21 - Work - Microsoft Edge =

& https;//ebw-dev6.fa.em3.oraclecloud.com/hcmUl/faces/adf task-flow?tz=Europe%2FLondon&df=medium&dt=both&tf=short&lg=... &

Actions v | Approve | Reject

From 21/12/2020 to 21/12/2020

Leave

21/12/2020 7 Hours.
21/12/2020

7 Hours

Duration
7 Hours

7 Hours

Show All

30 seconds ago

Helpdesk Configuration 3

-_—
AL

Maternity Leave
and Pay
Assessment

4. When you have confirmed either Approve or Reject the original request will be removed from

your notifications.
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THE UNIVERSITY
of EDINBURGH

Good morning, Annika Massey!

Me My Team My Client Groups

QUICKACTIONS
Personal Details
Document Records
% Identification Info
Contact Info
Family and Emergency Contacts
Public Info

Change Photo

FYI notifications

1. From the Home page, click the Bell icon on the top right corner.

THE UNIVERSITY
of EDINBURGH

Apps

[
=
(L[]

Directory

©

Time and
Absences

+

Good morning, Rose Perry!

My Client

QuIcKk AcTIoNs

Personal Details

Document Records

= Identification Info

Contact Info

Family and Emergency Contacts

Public Info

Change Photo

—
([ [ ] )
Directory

©

Time and
Absences

Matemity Leave

Notifications

® Fy

Annika Massey

® APPROVED

Annika Massey

L

Onboarding

Personal
Information

inistration

L

Onboarding

Personal
Information

+

—

Checklist Tasks

o

Current Jobs

Checklist Tasks

o

Current Jobs

Show Al

1 minute ago

1 minute ago

Maternity Leave
and Pay
Assessment

Roles and
Delegations

2. The notification will appear with FYI and brief information but no further action is required.

Select Dismiss to remove it from your notification list.
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THE UNIVERSITY

of EDINBURGH

Notifications

Good morning, Rose Perry!

Me

QuicK ACTIONS

My Team

°
M Personal Details

@@ DocumentRecords

B ieniication info

BN ContactInfo

Show More

»
II)JJ Family and Emergency Contacts

Things to Finish

Version History

My Client Groups

Benefits Adm

i5 LI

Directory Onboarding

© v

Time and Personal
Absences Information

Checklist Tasks

—
[@er
® | 0
Current Jobs Matemity Leave
and Pay
Assessment

Version

Date

Description

Approved By

1.0

February 2026

Updated guide to new format

RM/SK

Reviewers & Approvers

Further details of the Reviewers and Approvers of this document can be found by contacting HR Process

Improvement. Please raise a Service Request using the category Continuous Improvement.
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