Title: ZPHRRECORDOOO - Record Guest Traveler
(Document)
Functional Area : Human Resources
Sub Area : Personnel Management

Work Instruction

ZPHRRECORDOOQO - Record Guest Traveler (Document) ZPHRRECORD
000,
ZPHRRECORD
001,
ZPHRRECORD
002, TRIP

Purpose

Use this procedure to request a personnel number for a guest traveler so that their travel
expenses can be processed in IRIS.

A guest traveler is a person who needs to be reimbursed for travel expenses by The University
of Tennessee, but who has had no previous association with UT (does not have a personnel
number).

Examples of possible guest travelers include an applicant interviewing for a position, a student
being recruited for an academic program, a guest speaker/lecturer, a member of an advisory
committee, and a student traveling for the university (possibly attending a conference) who is
not an employee.

& If you need to process travel for a former employee, you should complete a T-6 form.
The T-6 form is available at http://treasurer.tennessee.edu/forms/T6.doc.

Trigger
Perform this procedure when there is a need to record a person as a guest traveler.

Menu Path
Use the following menu path to begin this transaction:

e Select Human Resources =* Personnel Management =% Administration =% HR Master
Data = ZPHRRECORDOOO - Record Friend / Pending EE / Guest Traveler Request
to go to the Record a Friend/Pending Employee/Guest Traveler screen.

Transaction Code
ZPHRRECORDO000, ZPHRRECORDO001, ZPHRRECORDO002, TRIP
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Procedure
1. Start the transaction using the menu path or transaction code.

SAP Easy Access

=y ElEE
Menu Edit Faworites Extras Systemn Help

|& HAEC@ae BHB Dnan | AR @
SAP Easy Access

lEI lz”z‘ |E Createrole| | AssignusersH Cocurnentation

b ] Faworites
= (3 SAP menu
b [ office
[E | Cross-Application Components
[ [ Logistics
[ [ Accounting
= 3 Human Resources
2 PPMDT - Manager's Deskiop
= {4 Parsannal Managemeant
= {4 Administration
= {21 HR Master Data
@ PA40 - Personnel Actions
@ ZPA4E - Hire from E-Recruiting

2 PAID - Maintain | B 2.0
2 PAZ0 - Display

1) ZFTERMOON - Termination Reguest ‘ R‘s

17 ZPSTVO00 - STV Reguest U 4

i ZPHRAECORDANG - Recaord Friend f Pending EE J Guest Traveler Raguest ::;Eimﬁguwssvﬂsm
@ FPPAYO00 - Personnel Change Request
@ ZPPOSITIONDOND - Position CreateiChange
@ ZPADDPAYD00 - Additional Pay Request
@ ZPRECPAYD0OD - Recurring Pay Reguest
1} ZSES - UT Student Assistant Entry
17 PA10 - Persannel File
172 PATU - FastEntry
17 PA4T - Fastentry Actions
@ FPR_PAYEMCUMB_DETAIL - Payroll Encumbrance Detail Report
@ EPR_PAYENCUMB_PROJEC - Payroll Encumbrance Projection Report
@ DNF_HISTORY - Workflow History Report
P [ Info Bystern
B [ Tools

EN—

I[«]0*]

an

i [ SESSION_MANAGER [ gazappt [INS [ 7

2. Double-clickria ZPHRRECORDOOD - Record Friend f Pending EE f Guest Traveler Request The
Record a Friend/Pending Employee/Guest Traveler screen will be displayed.
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Record a Friend/Pending Employee/Guest Traveler

=g
Goto System  Help

=5y

I IeER CRRE Do (IRE @

@
Record a Friend/Pending Employee/Guest Traveler
Fersonnel no:

SEN:
Maon-Resident Alien: [ iwithout SN

m wiarkflow History

Type of Relationship

(@ Friend
Effective Date:
Frimary Position

() Pending Emplayee
Effective Date:
Expected Hire Date:
Primary Position:

(O Guest Traveler
Travel Start Date:
Travel End Date:

I | zPHRRECORDDOD [ | gazappt [ns |/

3. Click in the Personnel no field, click (Matchcode), and use the UT Employee Search tab
to check whether the person to be recorded as a guest traveler already has a personnel

number in IRIS.

Field Name R/O/C

Description

Personnel no:

Numbers that uniquely identify persons within IRIS.
Example:

00103275

Q If a guest traveler already has a personnel number, a T-6 form should be used to

process their travel expenses.
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4. To create a new guest traveler, enter the SSN. If the traveler does not have a SSN, check the
Non-Resident Alien box.

Field Name R/O/C Description

SSN: C A number given to an individual by the U.S. government
program financed by employer and employee payments that
provides retirement insurance, disability benefits, and
unemployment compensation.

Example: 999991114

Non-Resident Alien: C Check this box only if the person is a non-resident alien who
does not have a social security number.

Q If the guest traveler has an ITIN and no social security number, check the Non-
Resident Alien box and leave the SSN field blank. Do NOT enter the ITIN in the SSN

field.
5. On the LR b click () Guest Traveler
6. Complete the following fields:
Field Name R/O/C Description
Travel Start Date: R The date the trip will begin.
Example: 07/09/2007
Travel End Date: R The date the trip will end.
Example: 07/12/2007
If the person will be traveling multiple times as a guest
traveler, this date should be after the last travel date.

Below is an example of a completed Record a Friend/Pending Employee/Guest Traveler
screen for a guest traveler. In this example, the guest traveler is an applicant who will be
traveling to campus for a faculty position interview.
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Record a Friend/Pending Employee/Guest Traveler

=g = E
Goto System  Help

|& 2 0E €GO SHE D000 AR @
Record a Friend/Pending Employee/Guest Traveler

Fersonnel no:

SEN: 999-99-1114

Maon-Resident Alien: [ iwithout SN

m wiarkflow History

Type of Relationship

O Friend
Effective Date:

Frimary Position

() Pending Emplayee
Effective Date:
Expected Hire Date:
Primary Position:

@ Guest Traveler
Travel Start Date: o7 /a9/2a07
Travel End Date: orszizonT

I | zPHRRECORDDOD [ | gazappt [ns |/

7. Click & Reauest| 1, request will be checked for errors. All errors must be corrected

before you can continue. If no errors are found, the Record — Guest Traveler screen will be
displayed, as shown below.
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Record - Guest Traveler

=g
Actions  Goto  System  Help

|& 23 0E €68 BHE D00 A @

=5y

Record - Guest Traveler

& supmittor Approval

Travel Start Date: B7/B9/ 2007 Travel End Date: B7 2702087
Fersonal Data
Title: El
Last Name: First Name:
Middle Name Designation |
Suffix: [ Known As:
Diate of Birth: Marital Status: | Gender: [ ]Female
Residence Status | Mationality L5 American US & [JHale
Addresses
B=| Permanent Residence
cio
Address line 1
Address line 2
City:
State: Zip code
Country Key: Us UsA Z Countycode
Telephone number: Cell phone numhber:
E-mail address
Phaone release:
Primary Office Address
EEmergency Contact Address

I«1lr]

]
I | zrHRRECORDODD B gazappt [Nz | /_

@ If only one error is found, it will be displayed at the bottom of the screen. For example,

if a personnel number was entered to create the guest traveler, you will see the
following error:

|T@ FPerson cannot be rehired as a Guest Traveler. Process travel using a T-6 form.

If multiple errors are found, the first error will display and there will be a note to see the
error list. To view the error list, select Goto =* Error List on the main menu bar.

& Only one request at a time may be in progress for an individual. If you enter

information for a person for whom a request has already been submitted in IRIS but
has not yet been completed, you will receive an informational message, as shown

below:
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I= information

progress.

8. As required, complete the following fields in the Personal Data section:
Field Name R/O/C Description
Title O  |A courtesy title such as Mr, Mrs, Ms, Miss, or Dr.
Example: Dr
Last Name: R Last name of the person.
Example: Margrock
First Name: R First name of the person.
Example: Ann
Middle Name: O Middle name of the person.
Example: Marie
Designation O |Adistinguishing name or title.
Example: PhD
Suffix O |An abbreviation used after the last name such as Jr or lll
Example: Jr
Known As: O |Another name for the person such as a preferred name.
Example: Annie Margrock
Date of Birth: O |The person's date of birth.
Example: 01/01/1964
Marital Status @] The condition of being married or single.
Example: Single
Gender O |The condition of being female or male.
Example: Female
Residence Status R The person's residence status in relation to the US.
Example: Citizen
Nationality R The person's nationality.
Example: US American US
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The Addresses section contains entry areas for three addresses. The Permanent Residence
address is particularly important as this is where the guest traveler’'s expense checks will be
sent. It will also be the only source of contact information for the guest traveler. As required,
complete the following fields in the Permanent Residence section:

Field Name

R/O/C

Description

clo:

(0]

"In care of" information, if needed.
Example: Dr. Len Frankenstone

Address line 1:

The first line of the address.
Example: 123 Quarry Lane

Address line 2:

The second line of the address, if needed.
Example: Suite 105

City:

The city where the address is located.
Example: Bedrock

State:

The state abbreviation in the address.
Example: GA

Zip code:

The ZIP code in the address.
Example: 30311

Country Key

The country of the address.
Example: US USA

County code:

Indicator for the county in which the address is located.
Example:

Telephone number:

The area code and telephone number.
The first box is for the area code:
Example: 404

The second box is for the telephone number:
Example: 555-1212

Cell phone number:

The area code and telephone number for a cellular/mobile
device.

The first box is for the area code:
Example: 404

The second box is for the telephone number:
Example: 555-9999

E-mail address:

The string used to specify the person's electronic mail
address.

Example: ann-margrock@hotmail.com

096 for Out of State, 047 for Knox County, TN

Work Instruction
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Field Name R/O/C Description
Phone release: O |Anindicator of the type of address/phone information to be
placed in a campus phone directory.
Example: A for Complete Information

@ You may enter a foreign address using these fields if you change the Country Key to
the appropriate country. This will change the edits for any other related fields such as
County code and Zip code. For instance, if the Country Key is left at the default value
US USA, the Zip code field will expect a five digit number (37996). If the Country Key is
changed to Canada, the Zip code field edit will change to match the six-character

Canadian format with alternating letters and numbers (A1B2C3). However, the names
of the labels for the fields will not change.

10. The screen below shows basic information entered for Dr. Ann Margrock.

Record - Guest Traveler
|E?

= E
Actions  Goto  System  Help

I N % e - - s B N v v 2 L
Record - Guest Traveler

& supmittor Approval
_ METTEY viordiow Notes =
Travel Start Date: B7/B9/ 2007 Travel End Date: B7 2702087
Fersonal Data
Title: Dr =
Last Mame: Margrock First ame: |Ann
Middle Name Designation FhD |
Suffix: [ Known As:
Diate of Birth: Marital Status: | Gender: Female
Residence Status Citizen E|  Mationality LIS American U3 [JHale
Addresses
B=| Permanent Residence
cio =1
Address line 1 123 Guarry Lane
Address line 2
City: Bedrock
State: G Zip code 30311
Country Key: Us LIsA o Countycode DQE
Telephone number: Cell phone numhber:
E-mail address
Fhone releage:
Primary Office Address
Ernergency Contact Address
o]
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Functional Area : Human Resources

Title: ZPHRRECORDOOO - Record Guest Traveler

Sub Area : Personnel Management

; The Primary Office Address section of the screen is optional for a guest traveler.

Click E to expand that section of the screen, as shown below.

Record - Guest Traveler

=
Actions  Goto Systern Help

e iHiee@ CHB Hhas BE 0F

Elw

Record - Guest Traveler

&4 Submitfor Approval

Addresses

B=| Permanent Residence

cio |
Address line 1 123 Quarry Lane

Address line 2 |

City: Bedrock | Matin Tennessee

State: E Geargia Zip code W‘
Country Key: S UgA, ® Countrcode: 096
Telephone number. | 404)565-1212 | Cell phone number. | 404]/555-9338]
E-mail address ann-margrock@hotmail.com |

Phaone release: :|

E Frimmary Office Address
Building:
Roorm: htail Stop

—

cio

Address line 1

Address line 2

City:

State | ]

Zip code

Country Key: g LISA T Countycode

-
—

Telephone number: || |

Fhone release

E Emergency Contact Address

1[«][]

I [ zPHRRECORDO00 P | gazappt [ INg | //_
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: The Emergency Contact Address section of the screen is optional for a guest traveler.

Click E to expand that section of the screen, as shown below.

Record - Guest Traveler

= 3
| Actions  Goto Systern Help Qw
| 0 eaa DHRE anas BEI@6

Record - Guest Traveler

&4 Submitfor Approval

(=

Frimmary Office Address

Room:

Building:

]

Mail Stap

[

cin

Address line 1

Address line 2

City:

State:
Couritry Key:

Zip code

US USA B County code

Telephone number:

FPhone release:

Emergency Contact Address

cio

Address line 1

Address line 2

City:

1[«][]

State: Zipeoder | |
Country Key: US LISA ]

Telephone numher: || |

I [ zPHRRECORDO00 P | gazappt [ INg | //_
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11. Click & (Enter) to check for errors before submitting the form for approval.
If only one error is found, the error will be displayed at the bottom of the screen.

If multiple errors are found, the first error will be displayed and there will be a note to see the
error list. For example, if you did not make any entries in the Permanent Residence section

before clicking & (Enter), you would see a message like this:

|T® Fermanent Residence Address Line 1 is required. (See the Errar List) _

Select Goto =* Error List on the main menu bar to view the error list, as shown below.

Display logs
I@Diaplaylngs

[eo][A]L]EIE]BR) [Z ][] [ R]E 2]E o] =] [@o [@s [4o [eo]
Ty...lMessage Text |
Permanent Residence Address Line 115 reqguired.

Fermanent Residence Address City is required.

Permanent Residence Address State is reguired.

Permanent Residence Address Fostal Code is required.

Fermanent Residence Address County Code is required.

: Additional help may be available for some error messages. If you see the icon @ to
the right of an error, click it for additional information.

& All errors must be corrected before you can continue.
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12.  Click the I Workilow Motes " (o1, 1o add information about the trip. In this example, travel
expenses are to be reimbursed for a person interviewing for a faculty position.

Record - Guest Traveler

=y ElEE
Actions  Goto Systern Help

A 0D eee SHE H0L0 AR QW
Record - Guest Traveler

I[«]»]

I [ zPHRRECORDO00 [ gazappt [INS | /_

13. Click into the textbox to type in the information. The screen below shows workflow notes
added for this request.
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Record - Guest Traveler

=g = E
Actions  Goto  System  Help

|& edeae DHE 0o DA eE
Record - Guest Traveler

& supmittor Approval

7 workflow Notes

I«1lr]

RS R

Dr. Margrock is interviewing for a Faculty position with xxx department.|

]
I | zrHRRECORDODD B gazappt [Nz | /_

14. If you want to print the request before submitting it for approval, click Q (Print). The print
version of the request is shown below.
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Record Guest Traveler

(=4 [ ES|
List Edit Goto Systern  Help

|& | 2 dH @eQ CHR aDon AR @m

Record Guest Traveler

The University of Tennessee Date: O6/06/2007
Record Guest Traveler 16:24:25
Personnel Number: Margrock, Ann
Travel Start Date: O7/09/2807 Travel End Date: By aizaar

Personal Data

Title br

Lagt Mame: Margrock First: Ann

Middle: Designation: PhD

Sutfix: Known As:

Date of Birth: Marital Status: Gender: Female

Residence Status: C Citizen Wationality: US American
Fermanent Residence Address

ci0

Line 1: 123 Ouarry Lane

Line 2

City: Bedrock

State: GA  Georgia Zip code: 30311

County Code 096 Mot in Tennessee

Country Key us  uss

Telephone number: 404 555-1212 Cell Phone Number 404 FE5-9989

Phone Release:
E-Mail Address: ann-margrockBhotmail . com

Workflow Hotes:
Dr. Margrock is interviewing for a Faculty position with xxx department.

I«dlr]

=]
I | zrHRRECORDODD B gazappt [Nz | /_

15. The request is displayed with all information entered. The header of the form reflects the action

being taken. In this case, the header indicates Record Guest Traveler.
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& Notice the Personnel Number has not yet been assigned, as shown below. If you print
the report, you may wish to record the personnel number on the blank line when you
receive it via e-mail.

The University of Tennessee Date: Q6/0G/2007
Record Guest Traweler 16:24:25
Fersonnel Mumber: Margrock , ABnn
Trawel Start Date: OF/09/Z200F Travel End Date: A7H22007

Fersonal Data

Title: [
Last Name: Margrock First: Bnn
Middle: Designation: PhHD

Click = (Print) again to select a printer and print the report.

16. Click & (Back) to return to the Record — Guest Traveler screen.
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Record - Guest Traveler

=g = E
Actions  Goto  System  Help

|& JH|CGe CHE fnas ME N
Record - Guest Traveler

TR wordow otes =
Travel Start Date: 07/09/2007 Travel End Date: B7 /1242007
Personal Data
Title: Dr =]
Last Mame: Margrock | FirstMame: |Ann |
Middle Name |Designatiun FhD B|
Suffix: =] Known As: |
Date of Birth: \ Marital Status: B  Gender [Female
Residence Stalus: | Gitizen T Nationality Us American US @) [OHale
Addresses
®=| Permanent Residence
cio | —
Address line 1 123 Guarry Lane
Address line 2 |
City: Bedrock |N0tin Tennessee
State: E Georgia Zip code W‘
Country Key: US UsSA @ Countycode; 096
Telephone number: 4045551212 | Cell phone number. | 404) 555 -9990|
E-mail address ann-margrock@hotmail.com |
Phone release: :|

B=| Primary Office Address

Building:
Room: hail Stop l_‘ | |
cio \ L&
A ddum o i 4 I 1 Bl
I | zPHRRECORDDOD [ | gazappt [ns |/
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17. Clicklifz subrnitar Approval | v sybmit the request for approval.

Information
K= infarmation

submitted. (HR Tracking # 80106503)

18. Aninformational message appears to let you know the request was successfully submitted.
The message includes the traveler's name and an HR Tracking number. You will need the HR
Tracking number to track the request in IRIS.

@ Write down the HR Tracking number as it is the best way to track the request through
Workflow.

Click (Continue) to return to the Record a Friend/Pending Employee/Guest Traveler

screen.
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Record a Friend/Pending Employee/Guest Traveler

=g = E
Goto System  Help

|& 2 0E €GO SHE D000 AR @
Record a Friend/Pending Employee/Guest Traveler
Fersonnel no:

SEN:
Maon-Resident Alien: [ iwithout SN

m wiarkflow History

Type of Relationship

O Friend
Effective Date:

Frimary Position

() Pending Emplayee
Effective Date:
Expected Hire Date:
Primary Position:

@ Guest Traveler
Travel Start Date: o7 /a9/2a07
Travel End Date: orszizonT

I | zPHRRECORDDOD [ | gazappt [ns |/

19. To check on the status of a guest traveler request, click on the [ ¥VarKIOW HISIOR T 1oy,

@ You may also use the ZWF_HISTORY — Workflow History Report transaction to
check on the status of a guest traveler request.
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Title: ZPHRRECORDOOO - Record Guest Traveler

Record a Friend/Pending Employee/Guest Traveler

=g
Goto System  Help

@ 9B ece CHE D0HD AR Q6

=5y

Record a Friend/Pending Employee/Guest Traveler

|6%p D\splay”@ Refresh List”é SortAscending ||§ Sort Descending|

Personnel no: |

[@

Actions 4

HR Tracking Mumber:

Date Submitted:

Criginator's Userid:

Criginator's Cost Cir:

Friend/Pending EmployesiGuest Traveler

Last NameiFirst MName:

Primary Position

Status Subrnitted [Final Appro...[Originator's Userid [originatar's.. [Mame in Requl |

E1] 2] s €10

Koy

D]

I | zPHRRECORDDOD [ | gazappt [ns |/
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20. Asrequired, complete/review the following fields:

Field Name

R/O/C

Description

HR Tracking Number:

o

A unique 8-digit number assigned to certain Human Resource
requests. It is used to track the request through Workflow.

Example: 80106503

Date Submitted: @) The date the request was submitted to workflow.
Example: 06/06/2007

Originator's Userid: (0] The unique user ID associated with the IRIS user who
initiated the request.
Example: dexberge

Originator's Cost Ctr: 0] The responsible cost center of the IRIS user who initiated the
request.
Example: E170131

Last Name/First (0] The last name of the person followed by the first name.

Name: Example: Margrock Ann

Primary Position: O |A number that identifies the employee’s primary position.

@ This field will always be 29999990 for guest travelers.

21. Click @ (Enter). In this example, the HR Tracking Number field was used so only one record
is displayed in the list of results. If one of the other selection criteria fields had been used,
multiple records may have been returned.
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Record a Friend/Pending Employee/Guest Traveler

=g = E
Goto System  Help

|& 200 eEe CHE D000 DA QF
Record a Friend/Pending Employee/Guest Traveler

|6%p D\splay”@ Refresh List”é SortAscending ||§ Sort Descending|

Personnel no:

Actions 4

HR Tracking Mumber 80106503

Date Submitted: to:
Criginator's Userid:

Criginator's Cost Cir:

Friend/Pending Ernployes/Guest Travaler

Last NameiFirst MName:

Primary Position
Status Subrnitted [Final Appro...[Originator's Userid [originatar's.. [Mame in Requl |
In Process  0Bf0BS2007 DEXBERGE E170131 Margrock .ﬂ.rE|
[0l K|

I | zPHRRECORDDOD [ | gazappt [ns |/

22. Click the selection box to the left of the workflow item you wish to view.

||:|In Process (OG(0G/2007 DEXBERGE E170131  Margrock, P.rE||
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23.  Click (% DisPIa¥|  The Display — Guest Traveler screen for the selected workflow item is
displayed.

Display - Guest Traveler
|II7

1= E
Actions  Goto  Systern Help
| &

]SRRI NI e N R e N W e B2 N 2

Display - Guest Traveler

m ‘Wiorkflow Motes %
Travel St Date 07/09/2007 Travel End Date:  |B7/12/2007
Personal Data
Title: Dr e}
Last Mame: Mararock First Wame: Ann
Middle Mame: Designation: FhD e
Suffix g Known As: | Margrock, Ann
Date of Birth: Marital Status: l Gender: Female
Regidence Status: Citizen B Mationality: US American US E Hale
Addresses
¥=| Permanent Residance
cio |
Address line 1 123 Quarry Lane
Address line 2
City: Bedrock kotin Tennessee
State GA | Georgia Zip code 30311
Country Key: Us Usa T Countycods;  BOE
Telephone numhber: 404/|555-1212 Cell phone numhbet: 404|555-9949
E-mail address ann-rmargrock@hotrnail.com
Phone release:

=]
=
I [ zPHRRECORDDOD FF| qazappt [INs [/

@ You may print the request from this display by clicking = (Print). The report will

have an additional section for Workflow Task History if the request is printed after
being submitted for approval.
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24. Click @ Work ltem History | if you wish to see who has the item in workflow. In this example,
the item is ready for approval by Neal Wormsley.

Workflow History by Object Report

|E?

1= E
List Edit Goto Systern  Help
| &

B dH @a@ BHE Do EE @
Workflow History by Object Report
|E§ ‘Workflow Log ‘ Change V\ew|

Report: ZWF_HISTORY_RPT

I«

The Uniwversity of Tennessee

Page: 1
User: DEXBERGE Workflow History hy Object Date: O6/O6/2007
Sys/Clnt: 0AZ2/300 Emplovee Time: 16:2G:45

HR Tracking numher 80106503 Specific Workflow Requested

Created Completed Status Agent Boent Name

Workflow Task Work Item
O6/06/07 16:25:32 STARTED DEXBERGE  Debbi Exberger Friend/Pending EE/Traveler Workflow 280293749
O6/O6/OF 16 25:36 READY WNWORMSLE Neal Wormsley Friend/Pending EE{Traveler Approval 29029387

N
=
b [ 2wr_HisToRY B[ gazappt [INS |7

25. Click & (Back) to return to the Display — Guest Traveler screen.
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Display - Guest Traveler
|E?

=
Actions  Goto  System  Help
@

I eEa  DRRE Do (RE | @

Display - Guest Traveler

TR wordow otes =
T te:! B7/09/2007 Travel End Date: A7/12/2007
Fersonal Data
Title: Dr =
Last Mame: Margrock First Wame: Ann
Middle Name Designation FhD |
Suffix: g Known As: | Margrock, Ann
Date of Birth: Marital Status: gl Gender: Femnale
Residence Status Citizen | Mationality L5 American US &) Hale
Addresses
B=| Permanent Residence
cio =1
Address line 1 123 Guarry Lane
Address line 2
City: Bedrock Matin Tennessee
State: GA | Geaorgia Zip code 30311
Country Key: U3 UsA % Countycode; 086
Telephone number: 404|555-1212 Cell phone numhber: 404|555-9999
E-mail address ann-margrock@hotmail.com

Fhone release:

]
I | zrHRRECORDODD B gazappt [Nz | /_

26. Click & (Back) to return to the Record a Friend/Pending Employee/Guest Traveler screen.
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Record a Friend/Pending Employee/Guest Traveler

=g = E
Goto System  Help

|& 2 0E €GO SHE D000 AR @
Record a Friend/Pending Employee/Guest Traveler

|6%p D\splay”@ Refresh List”a SortAscending ||? Sort Descending|

Personnel no:

Actions el

HR Tracking Mumber 80106503

Date Submitted: to:
Criginator's Userid:

Criginator's Cost Cir:

Friend/Pending Ernployes/Guest Travaler

Last NameiFirst MName:

Primary Position
Status Subritted  [Final Appro...[Originator's Userid [originatar's.. [Mame in Requ |
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27. Click & (Back) to return to the menu.

28. You have completed this transaction.

Result
You have successfully requested that a guest traveler be created in IRIS.

Next Steps

e FYI messages for the request will be sent to the originator's e-mail address. The final approval
FYI Message will contain the person’s personnel number.

@ If you have printed the request, you may wish to record the Personnel Number on the
blank line at the top of the report.
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[ It is a good practice to verify that the changes to the requested record have been
entered correctly into the IRIS system. You should be able to verify the accuracy of
most changes to person data using transaction PA20 (Display HR Master Data) in the
IRIS system. Please allow ample time for the central office to enter the changes.

Comments

@ For assistance, contact the IRIS Helpdesk at irishelpdesk@tennessee.edu.
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