Table of Contents

JDX Supervisor -
Approving Workflow Job Aid

HOW t0 ACCESS the JDXPErt SYSTEM: ..cuiiriiiiieiertesieetcse ettt sttt s b e sae e b e te s e e saesanesaeen 1

WOTKILOW ACTION BULLONS: ceeiiieeeeeettteet ettt et e eeettteeeesesesssssaateeeesssesssssestteeesssssesssssessseessssanas 6

Approving and Rejecting/Returning @ WorkfloW: .......cccovieeieneriiiniininiesecscseeneeeeeeseeve e 7

How to Access the JDXpert System:
1. Openinternet browser and go to: apps.uillinois.edu

2. Select JDXpert (found on the Human Resources ‘card’)

3. Login to JDXpert using your net ID and password
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Workflows with Hiring Manager (Supervisor) Approval Stop:

1. The following workflows will require a Hiring Manager (Supervisor or Supervisor proxy)
approval stop in JDXpert:

a. Job Description Reviews
b. Staff Appointment Change Requests
c. Staff Vacancy

JDXpert Homepage Overview:
1. Afteryou loginto the system, you will be brought to this home page.

2. The Quick Links Menu and Menu in the left blue column are identical and are two ways
to access the same items.

3. Menu Overview:

a. My Information - View My Job: Once an employee’s Job Description has made
it into JDXpert, they can view it using this feature, as well as export their Job
Description in different formats.

b. My Information - Secondary Job Description: If the employee has a
secondary job, they can view it here with the same functionality as “View My
Job”.

c. Help for Supervisors: Links to job aids can be found here, particularly guidance
on how to access and sign off on a job description.

d. Task List: This will list all workflows which currently require action by you to

progress.
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Accessing the Workflow for Review:

1. From the Main Homepage, in the middle of the screen, under “Task List”

a. Select the workflow you wish to review.

b. For training purposes, this example is a test job titled “Infrastructure
Coordinator” in a Staff Vacancy Workflow.

c. Double Click on the title to open the workflow.

d. NOTE: Having a workflow listed under your Task List indicates you have
been listed as the Hiring Manager/Supervisor approval stop and need to
review and approve to advance the workflow.

€) Tasks
Q Clear
Please Review: Infrastructure Coordinator Job Description Review

Reviewing the Workflow Tabs:

There are multiple tabs in the workflow view. As a supervisor, you only need to review
the Job Summary, Duties and Responsibilities, Qualifications and Physical Demands
tabs.

1. Review the Job Summary Tab:
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Edit Revision Copy of Job Description ‘Infrastructure Coordinator - 1008308 [Code: 1009308]

biscord Draft 4 spetcneck [} prevew pane

[ spit Screen

A romerors e

5 E O This Job is in Workdlow: Action Required

Infrastructure Coordinator @ =dit

Job Information

PRIMARY POSITION FUNCTION/SUMMARY

Budget
i 2 few sentances, describe the main purpose of the job highlghting the major function that distinguishes it from other roles
Job Summary Details for specific essential duties should be placed in the Job Responsibility Sectio
Duties & @
Responsibilities Search Library  Full Screen

Applications are now being accepted for the Infrastructure Specialist and Senior Infrastructure Specialist positions for Student Affairs Technology at the University
of llinois at Urbana-Champaign.

Physical Demands Student Affairs Technology serves as the IT department for a variety of Student Affairs units on the campus to provide better efficiency, broader support, and
operational resiliency, as well s create richer employment environment for the IT staff. We are seeking individuals with diverse backgrounds who can help create

rrrrelbens] and foster communities that strive toward our vision. This includes supporting the academic mission of the University by Geveloping environments conducive o

G student leaming and academic SUCCass, respecting, appreciating, advocating for the diversity of our student population, and supporting the holistic development

of all of our students

‘The University of Illinois is an Equal Opportunity, Affirmative Action employer that recruits and hires qualified candidates without regard to race, color, religion,
sex, sexual orientation, gender identity, age, national origin, disability or veteran status. For more information, visit http:/ /go.llinois.edu/EEO.

a. Review the Job Summary Tab and make any changes you deem
necessary on this tab.

b. Click ‘Save’ to save the information entered.
c. Click ‘Previous” to move back to the Budget Tab if you wish.

d. Click on Next to move to ‘Duties/Responsibilities’.

2. Review the Duties and Responsibilities Tab:

Edit Revision Copy of Job Description ‘Infrastructure Coordinator - 1009308 [Code: 1009308]

D E O This Job is in Workflow: Action Required

Infrastructure Coordinator @ edit

Budget - -
Duties and Responsibilities Total Percentage:100% )
[ Sy Add Paste List  Content Search -
Duties & Duties are listed in order of greatest importance. Other rasponsibilities may be assigned.
Responsibilities
%% TIME
® | Hardware and System Software: 0 v
Serve a5 technology consultant and innovator for Student Services staff and departments
install and configure workstations, servers, and matile devices
Haintain patching, security, and other endpoint management of workstations and servers
Maintain critical administrative infrastructure, including file, print, web, database servers, and specialized vendor
applications
mplement migration plans for major softvare version upgrades and replace ovtdated technologies with nevs and
current technologies
* support: = o v
Provide assistance to help desk operations by providing application and desitop support to customers
Document plicies and procedures as necessary
Support unit needs using campus resources such as telephony and email
Wiork within defined policies and procedures to Solve USer o system problems, including thase that require solutions
with originality and for ingenuity
Identify problems to be solved, and escalates appropriately
+ secury 0o~
implement system and data security best practices
®  Application Administration: 5 o
Participate and support software development projects, from conception through testing, implementation, and
documentation
*  Other Duties: 5 v
Assume appropriate related additional duties to further the mission of the unit.
Complete assigned individual projects with durations of 2-6 months
Complete most work with Limited supervision, appropriately judging when to seek assistance or guidance from subject
experts or management
Add New Row

[ preview Pane

[ spiit screen

£ Form Errors
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a. Review the Duties and Responsibilities Tab and make any changes you

deem necessary on this tab.

b. Click ‘Save’ to save the information entered.

c. Click ‘Previous’ to move back to the ‘Job Summary’ Tab if you wish.

d. Click on ‘Next’ to move to ‘Qualifications’.

3. Review the Qualifications Tab:

Edit Revision Copy of Job Description ‘Infrastructure Coordinator - 1000308' [Code: 1009308]

[Sove s coee | oot | o}
TR EO

Infrastructure Coordinator [ @RI

@ quaLIFicATIONS:

degree in Information Systems, Computer Science, Business or other reiat

*8 Spell check [ Preview Pane [T Split Screen A\ Form Errors  ==+|

‘This Job is in Workflow: Action Required

@ [Knowledge, Skills and Abilities:

Add Paste List Global Search
|Satect appropriste Knowiedgs, Skills and Abiltes for tis job description.
Ksas

test shills

test knowledge

Add New Row

a. Review the Qualifications Tab and make any changes you deem

necessary on this tab.

b. Click on ‘Save’ to save information entered.

c. Click on ‘Previous’ to move back to the Duties/Responsibilities Tab if you

wish.

d. Click on ‘Next’ to move to ‘Physical Demands’.

4. Review the Physical Demands/Working Conditions Tab
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Edit Revision Copy of Job Description 'Infrastructure Coordinator - 1009308' [Code: 1009308] 9

Save and Close Discard Draft Workflows M, pell checke [ preview Pane [ Split Sereen /N Form Errors we

This Job is in Workflow: Action Required
Infrastructure Coordinator @ Edit
Job Information

Budget PHYSICAL DEMANDS/WORKING CONDITIONS

to successfully perform the essential functions of this job.
tal functions.

@ [enysical Demands

Reset to Default

I Physical Demands A thorough completion of this section is neaded for compliance with legal standards such as the ith Disabilities Act, The physical
described hera ara reprasentative of those that must ba met by an empioyea to Successfully perform the essential functions of this fob.

Approvals and
Comments Physical Demand

H
Y
S

OCcsasionally Frequently Constantly Details
Standing 4-5 hours per day
Walking

stairs

Sitting

Lifting/ Carrying
Pushing /Pulling

Climbing

Bending/Stooping
ineeiing
Squatting/Crouching
Craviing

Reaching
Grip/Dexterity

Twisting

O®®00000C0®000000
0O00®®000®0O0 000000 §
Q0000 ®®@@C0®@®0®e®
®O00000000OOO®O00
O00000000000000 0

Talking

EETE
a. Review the Physical Demands/Working Conditions Tab and make any
changes you deem necessary on this tab.

b. Click on ‘Save’ to save information entered.
c. Click on ‘Previous’ to move back to the ‘Qualifications’ Tab if you wish.
d. Thisisthe last tab requiring your review.

Workflow Action Buttons;

1. Workflow Action Buttons:

"'.f'/ Spell check D Preview Pane  [[[§] Split Screen /% Form Errors se»

E EC} D 24 This Job is in Workflow: Action Required

a. You can review Form Errors by clicking on ‘Form Errors’ on the top left on
the screen. These indicate where you have information missing within the
Workflow.

i.  Onceyou have corrected any errors, click on ‘Save’ and you will get a
message: ‘Saved OK’ Job Description Saved. Click on ‘OK’.

ii. Tocloseifyou are not making any changes, click Form Errors again or
the X in the top right corner.
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b. From the ‘Preview Pane’ you can download the job description to Word,

PDF Format, view it in a popup HTML window or share with others (see icons
in Preview Pane, top middle).

i. Toclose,click Preview Pane again or the X in the top right corner.

c. The Split Screen option is available to review your job description with
another job description in the Job Library.

i.  Searchforajob usingthe Search function. Select the job you wish to
compare and click “Select and Close”.

ii.  Thiswill show you a split screen of both workflows to view
simultaneously.

iii.  Toclose, click Split Screen again or the X in the top right corner.
d. Click on Discard Draft to delete the workflow if no longer needed.

e. Click on Workflows and then Workflow Details to review the approval

steps and add or replace a participant with the same role in any step. See
the Job Training Modules for more information.

f. Select Compare Jobs to compare your job with another job in the Job
Library that has already been approved.

i.  Primary Job: The workflow you are currently in and working on.
ii.  Secondary Job: Select a job to compare your workflow to.

iii.  Set ‘toggle button to ‘Only selections with changes to compare your

version and previous versions, either in a ‘Merged Changes’ format or
‘Side-By-Side.

iv.  Toclose,click on the X in the top right corner.

g. Click Show the Workflow Status to see the approval route stops and add or

replace a participant with the same role in any step. See the Job Training
Modules for more information.

h. Click Show All Comments -- all comments by any approver at any route
stop are available to be viewed on this tab.

Approving and Rejecting/Returning a Workflow:

1. Approving a Workflow
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a. Toapprove your workflow step, click on the green ‘thumbs up’ E iconin
the top green Actions column.

b. AWorkflow Approval Step screen will appear where you can see yourself in
the “My Step” box and the next approver in the “Pending Next Step” box.

Approve Workflow Step X

My Step Pending Next Step
Test Supervisor Training College Group

Send e-mail to the next step approver(s): Training College Group

Preview E-ma

[J send courtesy e-mail to other participants

Preview E-ma

Courtesy E-mail CC

Approve Step

c. Send e-mail to the next step approver(s): is automatically checked to send
an email to the next approver in the routing queue.

i. ClickonAdd Comments to add any additional information to the
email. These comments will be added to the end of the email
template.

ii.  Click on Preview Email to view the email.

d. Send courtesy e-mail to other participants: will not be automatically
checked but you can check this box to send an email to all approvers at
every route stop to notify them you have approved the workflow.

i. ClickonAdd Comments to add any additional information to the
email. These comments will be added to the end of the email
template.

ii.  Click on Preview Email to view the email.
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e. Courtesy Email CC: You can add courtesy email participants, separated by a
comma, here to be copied on the emails if they are not listed in the approval
queue but need to be notified.

f. Click ‘Approve Step’. System will generate email to next level approver.
Click ‘OK’ to close the wizard.

i.  Under Tasks on the main homepage, the approvers in routing queue
will have the workflow for review.

ii.  Once all approvers have approved the workflow, the job description
will be reviewed and approved at the Classification stops and an email
will be sent back to the Workflow Initiator indicating the workflow has
been fully approved.

2. Rejecting/Returning a Workflow

a. Toreject/return your workflow step, click on the green ‘thumbs down’ =
icon in the top green Actions column.

b. AReturn Workflow Step screen will appear where you can see yourself in the
“My Step” box and the person you are returning the workflow to in the
“Return to Step” box.

Return Workflow Step

Unst Hr Uszer10 Test Supervisar

E Send e-mail to the previous step approver(s): Unit Hr Userl0

Preview E-ma Edit Template On Step Reject - From Curment Approver to Previous Approver

O Send courtesy e-mail to other Partigpants

Preview E-ma Edit Templabe On Step Reject - From Current Approver Courtesy to other Particpants

Courtesy E-mail CC

Returm Step

c. Inthe dropdown list, you can select which approver you wish to send the
workflow back to. Please Note: If you do not make a selection, it will default

9
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to the Workflow Initiator and every approver at every route stop will have to
re-approve the workflow.

d. Send e-mail to the previous step approver(s): is automatically checked to
send an email to the person you have selected to reject the workflow to.

i. ClickonAdd Comments to add any additional information to the
email. These comments will be added to the end of the email
template.

ii.  Click on Preview Email to view the email.

e. Send courtesy e-mail to other participants: will not be automatically
checked but you can check this box to send an email to all approvers at
every route stop to notify them you have rejected/returned the workflow.

i. ClickonAdd Comments to add any additional information to the
email. These comments will be added to the end of the email
template.

ii.  Click on Preview Email to view the email.

f. Courtesy Email CC: You can add courtesy email participants, separated by a
comma, here to be copied on the emails if they are not listed in the approval
queue but need to be notified.

g. Click ‘Return Step’. System will generate email to the person you have
selected to return the workflow to. Click ‘OK’ to close the wizard.

i.  Under Tasks on the main homepage, the approvers in routing queue
will have the workflow for review.

Once all approvers have approved the workflow, the job description will be reviewed and
approved at the Classification stops and an email will be sent back to the Workflow Initiator
indicating the workflow has been fully approved.

Questions

e Ifyou have any questions, please contact ihr-hrais@illinois.edu
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