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Assignment by Department Reports
(Use the following procedure to run a Template report and forward for approval)
1. Log into Phoenix and click on TWU Maintain-Employees-Departments responsibility.
2. Double click on Submit Request.
3. Click on the OK button.
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4. Click in the Name field and use the LOV (List of Values) to select the appropriate report. 
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	To view pending Templates select:
	TWUHR Pending Assignments by Department Report

	To view approved Templates select:
	TWUHR Completed Assignments by Department Report


5. Click on the OK button at the bottom of the Reports form.
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6. A Parameters form will appear.  Click in the Department field and use the LOV to select the appropriate department.
	Note:
	Use the % sign in the LOV for a list of options.
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7.  Click in the Requestor ID field and use the LOV to select your Phoenix username.

8. Enter a Date from and a Date to in the fields provided. These dates will report only the templates entered during that period.
	Note:
	If no dates are entered, ALL template submissions will be included.


9.  Click on the OK button.

10.  Click on the Submit button at the bottom of the Submit Request form.
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11.   A Request form will appear. Click on the Refresh Data button on the upper left hand corner of the form until the Phase and Status field for the Request reads “Completed / Normal.”
12.  Once the Phase and Status fields are Complete/Normal, Click on the View Output button in the lower right side of the form to view the report.
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	Follow the instructions below to submit a copy of the Pending report to the Department Chair or Program Director for approval.


1. Open “My Computer” on your desktop.
2. Double click on your X: drive under Network Drives. 
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3. Double click on “My Shared Folders” folder.
4. Double click on the “Phoenix” folder.

5. Double click on the “twuhr” folder.

6. Double click on the “ptf” folder.

7. Double click on the appropriate Pending Assignment report based on the username and date. Example below:
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8. The report will open in Microsoft Excel. Go to the File Menu and select Save As.
9. Click the drop down list next to Save as type and select the topmost option, Microsoft Office Excel Workbook.
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10. Click the Desktop button on the left and click the Save button.

11. Attach the saved Excel report to an email and send to the appropriate Department Chair or Program Director for approval. 
The Template Approval Process

	Approval Process for Graduate Assistants

1. Initiator forwards Pending Assignment Excel Report to the Department Chair or Program Director.
2. Department Chair or Program Director initials and dates the Pending Assignment Excel Report and forwards the report to the Assistant to the Dean.
3. Dean level approver will forward to Lorie Huslig in the Graduate School.
IF ON GRANT ACCOUNT
Lorie Huslig will forward to Jo Anne Hawthorne in Research & Sponsored Programs.
IF NOT ON GRANT ACCOUNT
Lorie Huslig will forward to Mary Ann McDuff & cc: Julio Ramón.
After the template spreadsheet has completed all of the preceding approval levels, the final approvals will then be completed in the Phoenix system.


	Approval Process for Adjuncts
1. Initiator forwards Pending Assignment Excel Report to the Department Chair or Program Director.

2. Department Chair or Program Director initials and dates the Pending Assignment Excel Report and forwards the report to the Assistant to the Dean.
3. Dean level approver will forward to Mary Ann McDuff with cc: Julio Ramón.
After the template spreadsheet has completed all of the preceding approval levels, the final approvals will then be completed in the Phoenix system.


Helpful Hints:
· Reports may be run prior to payroll date to verify status of employee paychecks.

· Completed reports may be used to provide statistical information for planning purposes.

· Merge documents may be used to create individual records for departmental personnel files.
· Spreadsheets may be sorted by Assignment by data element to check for uniformity and to verify data entry.
· For new employees, please remember to complete HR new hire packet and HR payroll packet.
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