Resources

UNIVERSITY OF ILLINOIS URBANA-CHAMPAIGN

I Illinois Human

JDX Supervisor - Approving Workflow
Job Aid

Table of Contents

HOW t0 ACCESS the JDXPEIt SYSEEIM: ..cuveuiiiieiieierieetete ettt et et e st este s e esaesse s e esse s e esesaeessassesnsansenses 1
Workflows with Hiring Manager (Supervisor) ApProval STOP: ......ceeeevvecierieerenenesieseseeeeeeeeesessessesaeneas 2
IDXPErt HOMEPAZE OVEIVIEW: ....eeiueiiuiirierierieriieesieesieesttestessessessseesseesseesseesssessesssesssesssassssessesssesssesssesnns 2
Accessing the WOrKflOW fOr REVIEW: ......c.ceiiriiririerieteerertcse ettt ste st et e s e st e sse s e ssessesseesesnnes 3
ReVIEWING the WOTKFIOW Tabs:....ccii ittt sttt se e s b et sa e st et e saaensasesns 3
WOTIKFLOW ACLION BUTEONS: ...ttt ettt ettt ettt st s sb ettt et se s b sbesseseneas 6
Approving and Rejecting/Returning @ WorkflOW: ........cocueveriireniienienietereseeeres et 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. Loginto JDXpert using your net ID and password
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https://apps.uillinois.edu/

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. StaffVacancy

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.

Entity Job Description Management - UIUC

Test Supervisor Tasks Quick Links

o o 0
Please Reviews Infrastructure Coordinator 30b Descrition Review A Secondary ob Description =
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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

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:

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

biscardpraf 4 Soell e [ prevewpone [spleSceen A Form ermars -

Ty (o) This Job is in Workflow: Action Required

Infrastructure Coordinator @ edit

Job Information
T PRIMARY POSITION FUNCTION/SUMMARY
cumman With a few sentences, describe the main purpose of the job hit that, it from other roles.
Job summary Details for specific essential duties should be placed in the Job Respans:brlrty Section.
9]

Search Library  Full Scr

igplatons re ow eing atceptad for thefatruture Spefat and Senor et Spcilt potion for Student ATl Techlog a he Unversty
of linos at Urban

naividuals it cierse Backgrounds o can help creste
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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] x

T D EO This Job is in Workflow: Action Required

Infrastructure Coordinator @ edit

Job Information

e Duties and Responsibilities Total Percentage: 100% 2
Job Sumrmary Add Paste List Content Search
Duti ES’f\b . Duties are listed in order of greatest importance. Other responsibilities may be assigned.
b % TIME
*® | Hardware and System Software: = 4w bt

Serve 3 technology conultant and innovatorfo Student Sevices Staf and partments
tal ana confgure worktations, servrs, nd motie de

3 I, serurity, a0 other endpaint management of workstatons and servers
Haintain il adminitative nfrastetire, incluing e, rn, e, dstabace servers, and specatzed vendor
application

opleiment migration plans for major softvare version uperades and replace oudated bechnotogies with ncw and
current technologies

i
<

Frovide asstance to elp desk operations by roviing appication and deskiop suppor to customers
Document policies and procedures s necessary

SUpPore Ui needs uSiNg Campus resources soch s telephony and email

Work within defined policies and procedures to solve user of system problems, including those that require solutions
with originality and or inganuity

Identify problems to be solved, and escalates appropriately

o [Security: =l o~
Implement system and data security best practices
* doslication saministation: = s ~
ricipate and support pment projects, from conception through testing, ana
cocumentation
© Quer duies = s ~

appropriate related addit ies to further the mission of the unit
 assigned individual proj Gurati nths
Complete most work with Limited supervision, appropriately Judging when to seek assistance or guidance from subject
experts or managemen

o

Add New Row

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

% Spellcheck [} Preview Pane [ Splt Screen 4\ Form Erors

Ty B (o] This Job is in Workflow: Action Required

Infrastructure Coordinator @ edit

Job Information

® quaLiFicaTions:

Budget
b

Job Summary

Duti Education:
R ities *60 semester hours or Associate’s degree in Information Technology (IT), IT Management,
. or a closely related discipline can substitute for one year of experience. *S0-11
Qualifications M Quaktications: semester hours or Bachelor’s Degree in Information Technology (IT), IT lanagement, or a
closely related discipline can substituts for bro years of experience.
Physical Demands Funerience:
A

App: and
Comments
Specialty Factors:

+Bachelor's degree in Information Systems, Computer Science, Business or other related
fields.

) “Experience with Appie 05 and 105 in an enterprise environment
Frefemed Quaiications. ~Experience with Linux, Apache, MySQL, PHP (LAWP) servers and services
+Experience vith digital signage andor CCTV systems
~Experience administering 15 SQL Server and II5 webservers
*Feneriones uith Aatanate facion an nntimization

®[Knowledge, Skills and Abilities: e}

Add Paste List  Global Search

Setect ic il i job description,

Ksas
test skils Q

test krovizdge Q

add New Rew

=
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

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

Save and Close Discard Draft 8 spell check (3 Preview pane [ split screen A\ Form Errars

Eclhell el [®) This Job is in Workflow: Action Required

Infrastructure Coordinator @l edit

Job

Budget PHYSICAL DEMAND S/WORKING CONDITIONS

Job Summary

©[physical Demands
Reset to Default
I Physical Demands |A thorough compietion of this section is needed for compliance with legal standards such as the Americans with Disabilities Act. The physical requirements
[described hore are representative of those that must be mt by perform fal functions of this job.
" Physicsi Demang' o Rarsly  Occasionally Frequently Constantly Detais
Standing @] @] ® O O 4-5 hours per day
Walking (@] (@] ®
Stairs Q Q ® @] @]
sitting [¢] [¢] @] @® @]
Lifting/Carrying Q Q ® @] @]
Pushing/Pulling (e} (e} @® (@] (@]
Ctimbing ® O O O O
Balancing o @ o o o
Banding/Stooging [¢] [¢] @® @] @]
Kneeling (@] (@] ® (o] (o]
Squatting/ Crouching (@] (@] @® (o] (o]
Craviing @] @ [¢] [¢] [¢]
Reaching @] O] (@) o o
Grip/Dexterity ® (e} [e] [e] [e]
Twisting @ ] ¢} [e] o
Talking (@] (@] (@] ® (¢]

a. Review the Physical Demands/Working Conditions Tab and make any changes
you deem necessary on this tab.
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b. Click on ‘Save’ to save information entered.
c. Click on ‘Previous’ to move back to the ‘Qualifications’ Tab if you wish.
d. Thisis the last tab requiring your review.

Workflow Action Buttons:

1. Workflow Action Buttons:

"'.f'; Spell check D Preview Pane split Screen /I Form Errors =e»

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.  Tocloseif you are not making any changes, click Form Errors again or the X in
the top right corner.

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.  Search forajob using the Search function. Select the job you wish to
compare and click “Select and Close”.

ii.  This will 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.
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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 onthe 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

a. Toapprove your workflow step, click on the green ‘thumbs up’ E iconinthe 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.  Clickon Add Comments to add any additional information to the email.
These comments will be added to the end of the email template.

humanresources.illinois.edu



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.  Clickon Add 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. 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.  Onceall 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’ E‘I iconin
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.
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Return Workflow Step

Uit Hr UseriD Test Supervisor

‘Werkfiow Initiater (1

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

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

O Send courtesy e-mail to other Partigpants

Preview E-ma Edit Template On Step Reject - From Current Approver Courtesy to other Partiapants

Courtesy E-mail CC

Returm Step

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

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.  Clickon Add 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.

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.  Clickon Add 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.

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.

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.

humanresources.illinois.edu



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.

Last Modified: February 8, 2024
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