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Introduction Slide - PAC Workflow, Roles and Security

5 and Security

How Transactions Route and Security Access is

Setup in the PAC System at Columbia University

i COLUMBLA UNIVERSITY

Haiman Risoiinoes

How Transactions Route and Security Access is Setup in the PAC System at Columbia University
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Slide 2 - Purpose

Purpose

* Describe the paths that PAC transactions follow from submission to
approval to entry into the PAC system.

* Review workflow roles and access.

* How to avoid workflow gaps in your department.

You should be able to complete this
module in under ten (10)* minutes.

*when viewing the workflows for one
campus only. Viewing both sections
takes approximately 17 minutes.

&2 COLUMBIA UNIVERSITY

Human Resources

. Describe the paths that PAC transactions follow from submission to approval to entry into the PAC system.
o Review workflow roles and access.
. How to avoid workflow gaps in your department.

You should be able to complete this module in under ten (10)* minutes.

*when viewing the workflows for one campus only. Viewing both sections takes approximately 17 minutes..
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Slide 3 - Topics Covered

Lesson —(ocim Y:

Topics Covered

Workflow Definition

PAC Workflows by Campus

Template-Based Hires
— Additional Compensation Transactions

— Salary Distribution / Retroactive Salary Distribution
Transactions

— Cost Transfer Transactions
*  Workflow Roles
— Initiator and Approver Access
— Workflow Gaps
— Other Workflows

Getting Help

&2 COLUMBIA UNIVERSITY

Human Resources

Workflow Definition

PAC Workflows by Campus

Template-Based Hires

Additional Compensation Transactions

Salary Distribution / Retroactive Salary Distribution Transactions

Cost Transfer Transactions

Workflow Roles

Initiator and Approver Access
Workflow Gaps
Other Workflows

Getting Help
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Slide 4 - What is a Workflow

What is a Workflow

Workflow is the routing of transactions based on rules and is used in
PAC to obtain approvals.

Each transaction type, such as Template-Based Hires, Additional
Compensation Payments, Salary Distributions, Cost Transfers, or
eTerminations follow specific workflows throughout their processing
lifecycles.

Within each of the workflows, there are multiple levels of approvers and

transactions will “stop” at each level for review and approval.

&2 COLUMBIA UNIVERSITY

Human Resources

Workflow is the routing of transactions based on rules and is used in PAC to obtain approvals.

Each transaction type, such as Template-Based Hires, Additional Compensation Payments, Salary Distributions, Cost
Transfers, or eTerminations follow specific workflows throughout their processing lifecycles.

Within each of the workflows, there are multiple levels of approvers and transactions will “stop” at each level for review
and approval.
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Slide 5 - Columbia University Irving Medical Center (CUIMC) Workflows

Columbia University Irving Medical Center (CUIMC) Workflows

If you process transactions for CUIMC, after viewing the CUIMC workflows, navigate to
the Workflow Roles and Access section.

If you do not process transactions for CUIMC, skip this section and proceed to the
Morningside Workflows section.

2 COLUMBIA UNIVERSITY

Human Resources

If you process transactions for CUIMC, after viewing the CUIMC workflows, navigate to the Workflow Roles and Access
section.

If you do not process transactions for CUIMC, skip this section and proceed to the Morningside Workflows section.

PAC Workflow Roles and Security Transcript P ;\(' January 2023
el M\\,
NS ST 2004 Page 8 of 53



Slide 6 - Template-Based Hires (TBH) Workflow - CUIMC

Template-Based Hires (IBH) Workflow - CUIMC

This is the path a TBH transaction at CUIMC follows when submitted.

Department School Campus

as many as
needed)

| Student Officers
|

. i i | |
1%Level || | Foreign | | | !
Approver - Fundng | I ! cuime | ! | cuive HREe
Initiator Adrmin Dept | : over | || = | |Acad Appts.| | | | Controller| 1
777777777777777 Vol \ 2% Level | | 1 !
: Foreign | Reviewer : : [ |
! :‘m?";'g' 1 | ForAcademic i
: : | Appointments |
: When required | : only (excluding !
|
! |
| | |
|

Initiators gather and enter information into the template and submit it to the approver(s). There
are several levels of approvers and the number of approvers required to review and approve a
transaction is determined by the type of hire and the funding department(s).

2 COLUMBIA UNIVERSITY

Human Resources

This is the path a TBH transaction at CUIMC follows when submitted.

Initiators gather and enter information into the template and submit it to the approver(s). There are several levels of
approvers and the number of approvers required to review and approve a transaction is determined by the type of hire
and the funding department(s).
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Slide 7 - Template-Based Hires (TBH) Workflow - CUIMC

Template-Based Hires (IBH) Workflow - CUIMC

Department School Campus
F T T A e\ ==\ | N TS
\ 1% Level Eorzign } o | } P |
| Approver - unding > | | >
i| Initiator Admin Dept Approver — | [Acad Appts.| 1 | |Controller [ 1 HERS
| 2" Level | | } | :
””””””””””” Foreign Reviewer } | L
i |
::g:)lcgr I For Academic |
} Appointments !
When required I only (excluding
(as many as } Student Officers |

The 1%t level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding
departments.

o COLUMBIA UNIVERSITY

Human Resources

The 1st level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.
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Slide 8 - Template-Based Hires (TBH) Workflow - CUIMC

Template-Based Hires (TBH) Workflow - CUIMC

Department School Campus

2nd Level Approvers provide the next level of review.

} 1t Level } } Foreign

| Approver - [—#] Funding
| Admin Dept| | } Approver
| |

|
|
|
|
|
Foreign }
|
|
|
|
|
|
|

| cuiMc
Acad Appts.

HRPC

2" Level
Reviewer

Funding
Approver

Appointments }

When required only (excluding

(as many as
needed)

,,,,,,,,,,

T
I
I
I
I
I
I
I
I
| Student Officers
)

Academic transactions (excluding student officers) are approved at the 2" level by the Office of
Faculty Affairs at CUIMC.

Administrative and student officer hires/rehires are approved at the 2" level by the Controller’s
Office (Payroll) at CUIMC which is their final approval.

&2 COLUMBIA UNIVERSITY

Human Resources

Academic transactions (excluding student officers) are approved at the 2nd level by the Office of Faculty Affairs at CUIMC.

Administrative and student officer hires/rehires are approved at the 2nd level by the Controller’s Office (Payroll) at CUIMC
which is their final approval.
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Slide 9 - Template-Based Hires (TBH) Workflow - CUIMC

Template-Based Hires (TBH) Worktlow - CUIMC

Department School Campus

P e, —mm———————

Appointments
only (excluding
Student Officers

=

hen required

as many as i i i
poA For acaderr?lc hires (excluding

Gl student officers), a 3rd level

approval is required.

! |
! 1% Level |! : Foreign ! | |
: Approver—ql—rb Funding : : CuIMC | »| HRPC
| Admin Dept[1 ! Approver | = | Acad Appts.| | Controller
| | : | 2% Level | | :
________________ Foreign : Reviewer : |
Funding } | !
AsTsanr : X For Academic :
|
| | :
| ! !
| ! !
| ! !

Academic hires/rehires (excluding student officers) are approved at the 3rd level by the
Controller’s Office (Payroll) at CUIMC.

Administrative and student officer hires/rehires do not require a 3" level of approval.

&2 COLUMBIA UNIVERSITY

Human Resources

For academic hires (excluding student officers), a 3rd level approval is required.

Academic hires/rehires (excluding student officers) are approved at the 3rd level by the Controller’s Office (Payroll) at
CUIMC.

Administrative and student officer hires/rehires do not require a 3rd level of approval.

PAC Workflow Roles and Security Transcript AN P AC January 2023

S EsT 2004 Page 12 of 53



Slide 10 - Template-Based Hires (TBH) Workflow - CUIMC

Template-Based Hires (TBH) Workflow - CUIMC

Department School Campus

| Appointments }
I only (excluding |

When required
} Student Officers }

(as many as
needed)

,,,,,,,,,,

I | !
! 1% Level |, \ EOfZiQ” | | cumve | | } cumc | |
Approver - [;—t#| Funding | > | - ‘ g [P
! )
! AdminDept|) 1 Aot " = } Acad Appts.| | | | Controller [ !
! - | 2" Level | | } | }
,,,,,,,,,,,,,,,,, = Reviewer ! | L
¢ I
Funding | I For Academic |
Approver | |
I
I
I
I
I

,,,,,,,,,,

The Human Resources Processing Center (HRPC) is
the final stop along the workflow and completes the
hire process and adds the record in to PAC.

o2 COLUMBIA UNIVERSITY

Human Resources

The Human Resources Processing Center (HRPC) is the final stop along the workflow and completes the hire process and
adds the record in to PAC.
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Slide 11 - Recycling TBH Transactions - CUIMC

Recycling TBH Transactions - CUIMC

Department School Campus

Appointments
only (excluding
Student Officers

When required
(as many as
needed)

,,,,,,,,,,

| | |
| St [ 7 | |
1% Level | Foreign | | |
| Appfover—'-'r—r> Funding | ! CHIMG ! »| CUMC | | » HRPC
| Admin Dept|1 | | Approver | = : Acad Appts.| ! | |Controller]| 1
| | | 2" Level | : 1 :
B : Foreign : Reviewer : : | |
:undmg | | For Academic |
pprover | | |
| |
i ! !
| ! |
| ! !
1 ! |

Only the Initiator or 1%t level approver in the admin department can make changes to a template.

If any subsequent approver (or HRPC) requires a change made, the transaction must be recycled to the
admin department 1st level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the template is
updated, it is again submitted through the workflow for approval.

&2 COLUMBIA UNIVERSITY

Human Resources

Only the Initiator or 1st level approver in the admin department can make changes to a template.

If any subsequent approver (or HRPC) requires a change made, the transaction must be recycled to the admin department
1st level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the template is updated, it is
again submitted through the workflow for approval.
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Slide 12 - Additional Compensation Transactions Workflow - CUIMC

Additional Compensation Transactions Workflow - CUIMC

Department Campus

__________________________________

A Foreign
- Admin Deptli 1 | ¢ ngin 3" Level
This is the path Initiator Approver | Approvgr ™ Approver

. |

an Additional A ______/ ______! |
. Foreign
Compensation Funding

|
|
|
|
|
|
Controller for :
Academic |
|

|

|

|

|

|

|

1
|
|
transaction at | |MADPIOVER Appointments.
! When HR Business
CUIMC follows. : required Partner for
| (as many Administrative
: as needed)

——— e e — ———— e e —

Initiators gather and enter information into the Additional Compensation page and submit it to
the approver(s). There are several levels of approvers and the number of approvers required to
review and approve a transaction is determined by the employee type and the funding
department(s).

&2 COLUMBIA UNIVERSITY

Human Resources

This is the path an Additional Compensation transaction at CUIMC follows.

Initiators gather and enter information into the Additional Compensation page and submit it to the approver(s). There are
several levels of approvers and the number of approvers required to review and approve a transaction is determined by
the employee type and the funding department(s).
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Slide 13 - Additional Compensation Transactions Workflow - CUIMC

Additional Compensation Transactions Workflow - CUIMC

Department Campus

PR A

| F | 1
: Adminigel Ifl?rr\z:?]r; : o 3% Level :
)| Initiator Approver Approver 1| Approver :
W | |
Foreign I Controller for !

Funding | Academic !

Appiavel | Appointments. |

When : HR Business :

required ,  Partnerfor

(as many : Administrative :

| |

as needed)

Y

The 1%t level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding
departments.

@ COLUMBIA UNIVERSITY

Human Resources

The 1st level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.
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Slide 14 - Additional Compensation Transactions Workflow - CUIMC

Additional Compensation Transactions Workflow - CUIMC

The next level of review at CUIMC is completed by different groups depending upon the type of transaction.

Department Campus

! i [ Foreign !
| |
e e R
: : | Approver | Approver
S | |
! Foreign ! Controller for
|+ Funding [— Academic
| LApprover | Appointments.
: When : HR Business
| required | Partner for
| (as many | Administrative
: as needed) :

A

Academic additional compensation is approved at the 2"d level by the Controller’s Office (Payroll) at CUIMC
(who are 3" level approvers for TBH).

Administrative transactions are approved at the 2" level by the HR Business Partners at CUIMC.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.

&2 COLUMBIA UNIVERSITY

Human Resources

The next level of review at CUIMC is completed by different groups depending upon the type of transaction.

Academic additional compensation is approved at the 2nd level by the Controller’s Office (Payroll) at CUIMC (who are 3rd
level approvers for TBH).

Administrative transactions are approved at the 2nd level by the HR Business Partners at CUIMC.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.
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Slide 15 - Recycling Additional Compensation Transactions - CUIMC

Recycling Additional Compensation Transactions - CUIMC

Department Campus

»| 39 Level
Approver

__________ y— — — .= _————
i | -
4 Foreign
|
Admin Dept Funding
Initiator

|
Approver : Approver
|

| |

| |
T | !
| ! !
| ! !
| ! !
| Foreign | Controller for |
: Funding : Academic :
| L Approver | Appointments. |
! When | HR Business |
| required | Partner for
| (as many | Administrative |
| | |
, asneeded) |

Only the Initiator or 1%t level approver in the admin department can make changes to a transaction.

If any subsequent approver requires a change made, the transaction must be recycled to the admin
department 1st level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the page is
updated, it is again submitted through the workflow for approval.

&2 COLUMBIA UNIVERSITY

Human Resources

Only the Initiator or 1st level approver in the admin department can make changes to a transaction.

If any subsequent approver requires a change made, the transaction must be recycled to the admin department 1st level
approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the page is updated, it is again
submitted through the workflow for approval.
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Slide 16 - Salary Distribution and Retroactive Salary Distribution Transactions Workflow - CUIMC

Salary Distribution and Retroactive Salary Distribution
Transactions Workflow — CUIMC

This is the path a Salary Distribution/Retro Salary Distribution transaction follows at CUIMC.

Department

4 | Foreign . .
Admiglucel Initiators enter the salary funding

|
! |
i Funding |
Initiator Approver : 1 Approver | |! . L T
| ! information into the Salary Distribution
_______________ | Foreign | g
Fundng | | page and submit it to the approver(s).
|
|
|
|
|
|
|

|

|

| Approver
: When
|

|

|

|

required
(as many
as needed)

&2 COLUMBIA UNIVERSITY

Human Resources

This is the path a Salary Distribution/Retro Salary Distribution transaction follows at CUIMC.

Initiators enter the salary funding information into the Salary Distribution page and submit it to the approver(s).
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Slide 17 - Salary Distribution and Retroactive Salary Distribution Transactions Workflow - CUIMC

Salary Distribution and Retroactive Salary Distribution
Transactions Workflow — CUIMC

Department

The 1%t level of approval is within the
administrative department.

Foreign
Funding
Approver

Admin Dept
Approver

Initiator

—_———— e e A e — g

Foreign
Funding
Approver

When
required
(as many
as needed)

Earnings charged outside the admin
department are routed for approval to
the foreign funding departments.

&2 COLUMBIA UNIVERSITY

Human Resources

The 1°t level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.

PAC Workflow Roles and Security Transcript

PR PAC January 2023
*@i*_gf\iﬁ, Page 20 of 53




Slide 18 - Salary Distribution and Retroactive Salary Distribution Transactions Workflow - CUIMC

Salary Distribution and Retroactive Salary Distribution
Transactions Workflow — CUIMC

At CUIMC, salary distribution transactions receive final approval by the 1%t level approver in the
administrative department or by the foreign funding departments if earnings are charged
outside the admin department.

Department

Foreign

| i :
: Admin Dept| :, Funding
| Initiator Lz : : ADpOVe
| [
Foreign
Funding

|

|

| Approver
: When
|

[

|

|

required
(as many
as needed)

Once the last approver approves the transaction (clicks approve), the information is processed in
PAC.

&2 COLUMBIA UNIVERSITY

Human Resources

At CUIMC, salary distribution transactions receive final approval by the 1% level approver in the administrative department
or by the foreign funding departments if earnings are charged outside the admin department.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.
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CUIMC

Recycling Salary Distribution and Retroactive Salary Distribution
Transactions Workflow — CUIMC

Department

Admin Dept !
Approver

Foreign
Funding
Approver

———— e,

Foreign
Funding
Approver

|
|
|
: When
|
|
|
|

required
(as many
as needed)

Only the Initiator or 1% level approver in the admin department can make changes to a transaction.

If any subsequent approver requires a change made, the transaction must be recycled to the admin
department 1st level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the transaction
is updated, it is again submitted through the workflow for approval.

&2 COLUMBIA UNIVERSITY

Human Resources

Only the Initiator or 1% level approver in the admin department can make changes to a transaction.

If any subsequent approver requires a change made, the transaction must be recycled to the admin department 1st
level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the transaction is updated,
it is again submitted through the workflow for approval.
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Cost Transfer Transactions Workflow — CUIMC

This is the path a Cost Transfer transaction at CUIMC follows.

Department

_______________ ————————— Initiators enter the cost transfer
Admin Dept Foreiy

»| Funding

Initiator Approver Approver
_______________ ! Foreign
Funding

|

|

| Approver
|

| When
|

|

1

|

information into the Cost Transfer page,

run the process and submit it to the

approver(s).

required
(as many
as needed)

&2 COLUMBIA UNIVERSITY

Human Resources

This is the path a Cost Transfer transaction at CUIMC follows.

Initiators enter the cost transfer information into the Cost Transfer page, run the process and submit it to the approver(s).
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Department

————ee e —— 4

Admin Dept !
Approver

Initiator

Foreign

&2 COLUMBIA UNIVERSITY

Human Resources

Funding
Approver
Foreign
Funding

Approver

When
required
(as many

as needed)

Cost Transfer Transactions Workflow — CUIMC

The 1%t level of approval is within the
administrative department.

Earnings charged outside the admin
department are routed for approval to
the foreign funding departments.

The 1 level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.
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Cost Transfer Transactions Workflow — CUIMC

At CUIMC, cost transfer transactions receive final approval by the 1°t level approver in the
administrative department or by the foreign funding departments if earnings are charged
outside the admin department.

Department
Once the last approver

approves the transaction ~  ________________ —————___

Foreign

! p | |
clicks approve), the | Admin Deptl 1) Funi
( pp )r : Initiator Approver : : A:;rol\r/]é]r
| | |
Foreign
Funding

information is processed
in PAC.

|

|

| Approver
: When
|

|

|

|

required
(as many
as needed)

Cost transfer transactions can only be approved or denied. Because they are a process and not a
data entry page, they cannot be recycled or modified once created. They can only be deleted,
and a new transaction can be created.

&2 COLUMBIA UNIVERSITY

Human Resources

At CUIMC, cost transfer transactions receive final approval by the 1 level approver in the administrative department or by
the foreign funding departments if earnings are charged outside the admin department.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.

Cost transfer transactions can only be approved or denied. Because they are a process and not a data entry page, they
cannot be recycled or modified once created. They can only be deleted, and a new transaction can be created.
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Morningside/Lamont Doherty/Nevis Labs Workflows

When referred to as Morningside, includes the Lamont Doherty Earth Observatory and
Nevis Labs.

If you do not process transactions for the Morningside campus, skip this section and
proceed to the Workflow Roles and Access Section.

&2 COLUMBIA UNIVERSITY

Human Resources

When referred to as Morningside, includes the Lamont Doherty Earth Observatory and Nevis Labs.

If you do not process transactions for the Morningside campus, skip this section and proceed to the Workflow Roles and

Access Section.
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Template-Based Hires (TBH) Workflow —
Mornin%side /TLamont/Nevis Labs

Department Department/School Campus

This is the path a TBH transaction at Morningside follows when submitted.

! I d ! ! |
T Level || | [ Foreign | |y 2" Level ! | L
Approver - ~:——+ Funding } } Approver } } RN } HRES
dmin Dept|1 | |_Approver T\ 2" Level [ I I |
A } Reviewer | | } } For |
}t Foreign 3} b | Academic }
! Rundid f } Appointments |
} Approver } ! only }
I When I I (excluding |
| required | | Student |
| (@asmany | Officers)
| as needed) ! | |

,,,,,,,,

Initiators gather and enter information into the template and submit it to the approver(s). There
are several levels of approvers and the number of approvers required to review and approve a
transaction is determined by the type of hire and the funding department(s).

@2 COLUMBIA UNIVERSITY

Human Resources

This is the path a TBH transaction at Morningside follows when submitted.

Initiators gather and enter information into the template and submit it to the approver(s). There are several levels of

approvers and the number of approvers required to review and approve a transaction is determined by the type of hire
and the funding department(s).
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Template-Based Hires (TBH) Workflow — Morningside / Lamont /

Nevis Labs
Department Department/School Campus

The 1%t level of approval is within the administrative department.

e I J ! ! I
! 1 Level Foreign | pf2 tevell 1| Provost |-1—»| HRPC

} Approver - Funding 5 ‘ Approver | | !

| Admin Dept Approver T 2" Level | I I |

L _ Reviewer | | } } For |

Foreign e | Academic |

:undmg } Appointments |

pprover |

| only |

When I (excluding |

required } Student }

(as many I Officers)

! I

Earnings charged outside the admin department are routed for approval to the foreign funding
departments.

&2 COLUMBIA UNIVERSITY

Human Resources

The 1 level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.

January 2023
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Template-Based Hires (TBH) Workflow — Morningside / Lamont /

Nevis Labs
Department Department/School Campus

2nd Level Approvers provide the next level of review.

Fm——m e — — | | 7 | I
! T level || | [Foreign ] ! 2levell Y || proyost | HRPC
} Approver - [+—p{ Funding } — Approver ! | }
| Admin Dept|1 | | Approver | 2" Level | | | | |
| S _ S ! 1 ! Reviewer [ | | | For |
\t Foreign | (I —————— | Academic }
! Funding T ! Appointments |
I | Approver | | | PP |
| | | only 1
| When | I (excluding |
} required } } Student }
| (asmany I Officers)
| as needed) | ! |

Academic transactions are approved at the 2" |evel by the school or department at

Morningside.

The 2" level approval by the school or department is the final approval for administrative and
student officer hires/rehires.

&2 COLUMBIA UNIVERSITY

Human Resources

2nd Level Approvers provide the next level of review.

Academic transactions are approved at the 2" level by the school or department at Morningside.

The 2" level approval by the school or department is the final approval for administrative and student officer

hires/rehires.
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Template-Based Hires (TBH) Workflow — Morningside / Lamont / Nevis Labs

Department Department/School Campus

For Academic hires/rehires (excluding student officers), a 3rd level approval is required.

e et T S m
1% Level Foreign |2 I Provost HRPC

Approver

I
I . I |
} Approver - 1'———“ Funding } }
| Admin Dept|I | |_Approver | |, 2" Level |
L ______ ! } } Reviewer For I
| | Foreign o , | T —-————————o Academic }
| :undmg ! Appointments |
! pprover ! only }
| When I (excluding |
} required } Student }
| (@asmany Officers)
L as needed)_ ! I

Academic transactions (excluding student officers) are approved at the 3rd level by the Provost's
Office at Morningside.

Administrative and student officer hires/rehires do not require a 3" level of approval.

&2 COLUMBIA UNIVERSITY

Human Resources

For Academic hires/rehires (excluding student officers), a 3rd Level Approval is required.
Academic transactions are approved at the 3rd level by the Provost's Office at Morningside.

Administrative and student officer hires/rehires do not require a 3" level of approval.
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Template-Based Hires (TBH) Workflow — Morningside / Lamont /

Nevis Labs
Department Department/School Campus
e P T h o I
\ Tlevel || | [Foreln ] ! Ly 20kl i—{ Provost » HRPC
} Approver- |—| Funding || . ! Approver | ! \
| Admin Dept|I | [_Approver | || 2" Level | I I 1
L ________ b [ Reviewer | | ! ! For I
} Foreign } b | Academic }
} AFundmg ; } Appointments |
! pprover ! ! only }
| When | I (excluding |
} required } } Student }
| (@asmany | Officers)
| as needed) | ! |

The Human Resources Processing Center (HRPC) is the
final stop along the workflow and completes the hire
process and adds the record in PAC.

GQ COLUMBIA UNIVERSITY

Human Resources

The Human Resources Processing Center (HRPC) is the final stop along the workflow and completes the hire process and
adds the record in PAC.
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Recycling TBH Transactions — Morningside / Lamont / Nevis Labs

Department Department/School Campus

,,,,,,,,,,,,, | I

d
Foreign 2" Level Provost
Approver

I | I I
I I I I I
} Funding } } ; }
1 LApprover | |, 2™ Level | | | |
} } Reviewer } } } For
Foreign | T e | Academic
Funding t
I
|
I
I
I
I
|

I
I

I

I

I

I

I

I

! Appointments |

Approver ! |
|

I

I

I

I

|

» HRPC
Approver -
Admin Dept

l

} | only

| When I (excluding
} required } Student

| (asmany | Officers)
| as needed) | !

Only the Initiator or 15 level approver in the admin department can make changes to a template.

If any subsequent approver (or HRPC) requires a change made, the transaction must be recycled to the
admin department 1st level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the template is
updated, it is again submitted through the workflow for approval.

&2 CoLUMBIA UNIVERSITY

Human Resources

Only the Initiator or 1% level approver in the admin department can make changes to a template.

If any subsequent approver (or HRPC) requires a change made, the transaction must be recycled to the admin department
1st level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the template is updated, it is
again submitted through the workflow for approval.
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Additional Compensation Transactions Workflow —

Mornin%side / Lamont / Nevis Labs

Department Department/School Campus

This is the path an Additional Compensation
transaction at Morningside follows.

2" Level

I
! I
= | | Approver | 3" Level
2% Level | I Approver
Reviewer } |
I
I
\ GSAS [
I
I
I
I
I

I
|
|
|
|
|
|
} Provost for
|
I
|
|
|
|
I

[
:/|+ e A
| Initiator Approver I | Approver
Foreign
Funding

i ]
Approver |

} \f\/‘; | Academic

| en When | Appointments.

| required applicable HR Business

G mzn)‘; ettt Partner for

} as needed) Administrative

Initiators gather and enter information into the Additional Compensation page and submit it to the
approver(s). There are several levels of approvers and the number of approvers required to review and

approve a transaction is determined by the employee type and the funding department(s).

QLQ COLUMBIA UNIVERSITY

Human Resources

This is the path an Additional Compensation transaction at Morningside follows.

Initiators gather and enter information into the Additional Compensation page and submit it to the approver(s). There are
several levels of approvers and the number of approvers required to review and approve a transaction is determined by
the employee type and the funding department(s).
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Additional Compensation Transactions Workflow —
Morningside / Lamont / Nevis Labs

Department Department/School Campus

r nd
Admin Dept rereng 2 e

I |
: |
” "| Approver | }! 3" Level
| Initiator Approver Approver 2" Level | | i Approver
_______________ Reviewer | | 1
Foreign : :
Funding | GSAS
|
|
|
|
|

Approver Provost for

T
|
| Academic
Whgn When | Appointments.
required applicable | HR Business
(@smany e Partner for
as needed)

Administrative

The 1%t level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding
departments.

&2 COLUMBIA UNIVERSITY

Human Resources

The 1 level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.
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Additional Compensation Transactions Workflow —
Morningside / Lamont / Nevis Labs

Department Department/School Campus

2nd Level Approvers provide the next level of review.

Administrative

|
I Lo p [ = ! !
| Admin Dept|1 | Foreiay I » 2 Leig ! !
| - Apmrover [T T™| Funding | = Approver || 39 Level |
| Initiator PRr i1 | Approver I 2™ Level Approver | !
| —— [N } Reviewer : :
Foreign | | |
‘ Funding | | Provostfor |
| L Approver | } I Academic !
| :

} Wh?"d | | Appointments. :
| (':squmlr:ny } : HR Business :

I Parmner for
} as needed) } : :
| I

Academic and administrative transactions are approved at the 2" level by the school or department at

Morningside.

The Graduate School of Arts and Sciences approves all additional compensation for student officers for the
Arts and Sciences.

&2 COLUMBIA UNIVERSITY

Human Resources

2nd Level Approvers provide the next level of review.
Academic and administrative transactions are approved at the 2" level by the school or department at Morningside.

The Graduate School of Arts and Sciences approves all additional compensation for student officers for the Arts and
Sciences.
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Additional Compensation Transactions Workflow —
Morningside / Lamont / Nevis Labs

Department Department/School Campus

The 3 level of review at Morningside is completed by different groups depending upon the employee type.

I [ | ! = I
| 1 [ Foreign | |2 Level | |
}/"’Aipm::oe:? H——» Funding ! . | Approver [ ]!
| Initiator ) LAprover | | | 2" Level | | Approver
_________________ | Reviewer [ | |
: | ! I
Foreign | | |
Funding t | GSAS T
I Provost for
Approver | ! I
} £D I | I Academic
| When I } When I Appointments.
} required } | applicable } HR Business
| (as many . e e Partner for
| asneeded) |
1 |

Administrative

Academic transactions are approved at the 3rd level by the Provost's Office.
Administrative transactions are approved at the 3rd level by the HR Business Partners.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.

&2 COLUMBIA UNIVERSITY

Human Resources

The 3 |evel of review at Morningside is completed by different groups depending upon the employee type.
Academic transactions are approved at the 3rd level by the Provost's Office.
Administrative transactions are approved at the 3rd level by the HR Business Partners.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.
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Recycling Additional Compensation Transactions —
Morningside / Lamont / Nevis Labs

: Administrative

Department Department/School Campus
\

___________ Y\ 1775 I e I

| | nd | |
| . 1\ Foreign | I g2 Level | | | |
|’/’—> Ag‘mmos:rpt i Funding ! 3 || Approver [ |1 L[ 3dLevel | |
| Initiator S 1 /' [LApprover | |, 2" Level [ | || Approver [ 1
—— k=== ! | Reviewer : | | |
- | | | |
ESQZ'.%Z : T Gsas | ' '
t T | |
: Approver 1 | | | Provost f_or H
| ! ! | | Academic |
| When : : When ! I Appointments. :
| required | | applicable : | HRBusiness |
, (@smany b | Partnerfor |
| as needed) : :

I

____________________

Only the Initiator or 1%t level approver in the admin department can make changes to a transaction.

If any subsequent approver requires a change made, the transaction must be recycled to the admin
department 1st level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the page is
updated, it is again submitted through the workflow for approval.

&2 COLUMBIA UNIVERSITY

Human Resources

Only the Initiator or 1% level approver in the admin department can make changes to a transaction.

If any subsequent approver requires a change made, the transaction must be recycled to the admin department 1st level
approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the page is updated, it is again
submitted through the workflow for approval.

PAC Workflow Roles and Security Transcript i@ _ ' January 2023
ST EST. 2004 Page 37 of 53
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Lamont / Nevis Labs

Department Department/School

approver(s).

&2 COLUMBIA UNIVERSITY

Human Resources

I I
[ nd
P Foreign I I 2" Level
: I I
= Agmu: Iaerpt : Funding | | Approver
Initiator pprover- - | Approver I 2" Level | |
I S : : Reviewer | |
| Foreign ! :
: Funding : | GSAS
| Approver | |
I
| When | | When
| required I : applicable
: (as many : e
| as needed) |

Initiators enter the salary funding information into the Salary Distribution page and submit it to the

Salary Distribution and Retroactive Salary Distribution
Transactions Workflow — Morningside / Lamont / Nevis Labs

This is the path a Salary Distribution/Retro Salary Distribution transaction at Morningside follows.

This is the path a Salary Distribution/Retro Salary Distribution transaction at Morningside follows.

Initiators enter the salary funding information into the Salary Distribution page and submit it to the approver(s).

January 2023
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Lamont / Nevis Labs

Salary Distribution and Retroactive Salary Distribution
Transactions Workflow — Morningside / L.amont / Nevis Labs

Department Department/School

|
| | nd |
| I | Foreign L] 2" Level
|
: = Agmlnoli/):ft : »| Funding | Approver |
Il Initiator (12t | Approver 2" Level : !
I U Reviewer | | :
= |
Foreign | !
Funding | GSAS :
Approver | |
|
When ! When :
required : applicable |
(as many ] !

as needed)

The 1%t level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.

&2 COLUMBIA UNIVERSITY

Human Resources

The 1 level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.
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Salary Distribution and Retroactive Salary Distribution
Transactions Workflow — Morningside / Lamont / Nevis Labs

Department Department/School

|
|
| -
| ] ! Foreign
|
! P A}:m'n Dept: - Funding
'l Initiator pprover 1 Approver
| | .

Foreign
Funding
Approver

When
required
(as many

as needed)

_| 2™ Level
Approver

2" Level
Reviewer

|
|
I
|
|
|
|
|
| GSAS
|
|
|
|
|
|
I
|

When
applicable

2nd level approvers provide the
next and final level of review.

Transactions are approved at the 2" level by the school or department at Morningside.

The Graduate School of Arts and Sciences approves all student officer salary distribution transactions for the
Arts and Sciences.

&2 COLUMBIA UNIVERSITY

Human Resources

2nd level approvers provide the next and final level of review.
Transactions are approved at the 2™ |evel by the school or department at Morningside.

The Graduate School of Arts and Sciences approves all student officer salary distribution transactions for the Arts and
Sciences.
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Salary Distribution and Retroactive Salary Distribution
Transactions Workflow — Morningside / L.amont / Nevis Labs

Department Department/School

7777777777777777 | | I
| 1 | nd
| [ Foreign ! 1 2% Level !
A | | > |
et oo [T ] fundng Ik | lageroer] )
| Initiator 11 [ Approver ! 2" Level | !
| ! Reviewer | |
,,,,,,,,,,,,,,,,, | |
- |
| Foreign | 1 !
: Funding : | GSAS :
| Approver | | |
: When : : When :
| required | : applicable |
: (as many : ,,,,,,,,,, !
| asneeded) |

The 2nd level approver is the final stop along the Salary Distribution workflow at Morningside.
Once the last approver approves the transaction (clicks approve), the information is processed in PAC.

&2 COLUMBIA UNIVERSITY

Human Resources

The 2nd level approver is the final stop along the Salary Distribution workflow at Morningside.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.
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Recycling Salary Distribution and Retroactive Salary Distribution
Transactions — Morningside / Lamont / Nevis Labs

Department Department/School

—
____________ y—_— 1 : : : z:lli L | :

y | Foreign ] e
| | |
B ewowr] |
Initiator 1 ) | Approver I 2" Level | !
I : : Reviewer : :
| Foreign ! | !
| Funding | I GSAS |
| Approver 1 : |
! When : | When |
| required I | applicable I
: (as many : e |

| asneeded)

Only the Initiator or 15 level approver in the admin department can make changes to a transaction.

If any subsequent approver requires a change made, the transaction must be recycled to the admin
department 1st level approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the transaction
is updated, it is again submitted through the workflow for approval.

&2 COLUMBIA UNIVERSITY

Human Resources

Only the Initiator or 1% level approver in the admin department can make changes to a transaction.

If any subsequent approver requires a change made, the transaction must be recycled to the admin department 1st level
approver who can make any needed changes.

The admin department approver can recycle the transaction to the Initiator if desired. Once the transaction is updated, it
is again submitted through the workflow for approval.
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Cost Transfer Transactions Workflow — Morningside / Lamont
/ Nevis Labs

This is the path a Cost Transfer transaction at Morningside follows.

Department Department/School
————————————— or D
[ Foreign | 2% Level !
i | | >
Aimln Dept : »| Funding | | Approver :
pprover i | Approver | 2M | avel : |
e B : : Reviewer : :
| Foreign | |
: Funding : : GSAS :
\ Approver | : |
: When : | When :
| required | : applicable |
: (as many : N |
| asneeded)

Initiators enter the cost transfer information into the Cost Transfer page, run the process and submit it to the

approver(s).

&2 COLUMBIA UNIVERSITY

Human Resources

This is the path a Cost Transfer transaction at Morningside follows.

Initiators enter the cost transfer information into the Cost Transfer page, run the process and submit it to the approver(s).
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Department

Foreign

Department/School

Cost Transfer Transactions Workflow — Morningside /

I.amont / Nevis [.abs

———— e e —

2" Level

\_|Admin Dept
Approver

Funding
Approver

Initiator

——— e e e A

Foreign
Funding
Approver

When
required
(as many

as needed)

The 1% level of approval is within the administrative department.

2 COLUMBIA UNIVERSITY

Human Resources

2" Level
Reviewer

| Approver

GSAS

When
applicable

Earnings charged outside the admin department are routed for approval to the foreign funding departments.

The 1 level of approval is within the administrative department.

Earnings charged outside the admin department are routed for approval to the foreign funding departments.
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Slide 42 - Cost Transfer Transactions Workflow - Morningside / Lamont / Nevis Labs

Cost Transfer Transactions Workflow — Morningside /

I.amont / Nevis Labs

Department Department/School

I

|
: Admin Dept| |
I Initiator Approver [1
! I

2" Level

Foreign >
Approver

»| Funding
Approver

Royiitl 2nd level approvers

Foreign
Funding
Approver

When
required
(as many

as needed)

|
I
|
2™ Level :
|
|
|

provide the next and

final level of review.

When
applicable

Transactions are approved at the 2" level by the school or department at Morningside.

The Graduate School of Arts and Sciences approves all student officer cost transfer transactions for the Arts
and Sciences.

&2 COLUMBIA UNIVERSITY

Human Resources

2nd level approvers provide the next and final level of review.
Transactions are approved at the 2™ |evel by the school or department at Morningside.

The Graduate School of Arts and Sciences approves all student officer cost transfer transactions for the Arts and Sciences.
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Cost Transfer Transactions Workflow — Morningside /
LLamont / Nevis Labs

Department Department/School

e I p—

| ] ! Foreign | L G

| - A;imln Dept : : »| Funding | | Approver :

'l Initiator PProver - | Approver | 2" Level | | !

e : : Reviewer | | :
| Foreign | ! !
: Funding : : GSAS :
| Approver | : |
: When : | When :
| required | ! applicable 1 .
| (asmany | LT . The 2nd level approver is
| asneeded) |

---------- the final stop along the
workflow at Morningside.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.

Cost transfer transactions can only be approved or denied. Because they are a process and not a data entry
page, they cannot be recycled or modified once created. They can only be deleted, and a new transaction
can be created.

&2 COLUMBIA UNIVERSITY

Human Resources

The 2nd level approver is the final stop along the workflow at Morningside.

Once the last approver approves the transaction (clicks approve), the information is processed in PAC.

Cost transfer transactions can only be approved or denied. Because they are a process and not a data entry page, they
cannot be recycled or modified once created. They can only be deleted, and a new transaction can be created.
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Slide 44 - Workflow Roles and Access

Workflow Roles and Access

Workflow Roles
Your role and approval level in the workflow is defined by the following factors:

* Your PAC role(s). E.g., Manager Self-Service, TBH Initiator, or Accounting Approver. Your
role(s) define the pages you can access.

* Your Approval Authority. E.g., Accounting approver level 1, TBH approver level 2. This
authority defines the transactions you have permission to approve and at what point in the

workflow.

* Your Departmental Access. The departments to which you have PAC access defines the
employees for which you can initiate or approve transactions.

* Required Training Completion. Each role/approval authority requires completion of the
applicable training courses and satisfactorily passing the associated knowledge
assessment(s) before access is granted.

&2 COLUMBIA UNIVERSITY

Human Resources

Workflow Roles
Your role and approval level in the workflow is defined by the following factors:

*Your PAC role(s). E.g., Manager Self-Service, TBH Initiator, or Accounting Approver. Your role(s) define the pages you can
access.

*Your Approval Authority. E.g., Accounting approver level 1, TBH approver level 2. This authority defines the transactions
you have permission to approve and at what point in the workflow.

*Your Departmental Access. The departments to which you have PAC access defines the employees for which you can
initiate or approve transactions.

*Required Training Completion. Each role/approval authority requires completion of the applicable training courses and
satisfactorily passing the associated knowledge assessment(s) before access is granted.
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What is Security?

An approver can be responsible for
many departments than the actual
department worked in.

The department(s) that you can
approve for is based on the security
roles and departments granted.

The picture to the right depicts an
example of this.

*Department numbering for
representation only.

&2 COLUMBIA UNIVERSITY

Human Resources

Workflow Roles and Approver/Security Access

Security defines the pages and department(s) in which a user can transact. In the department tree, most
users will have security access at a particular "node".

*Approvers in a workflow view transactions for department(s) based on the security granted

*A person can “sit” in one level department and have security access granted at a different level.
*For example - an employee’s home or admin department can be a level 8 department (e.g.
Allergy, 80-11-404), and the security access granted at the level 7 department (e.g. Pulmonary,
80-11-40X). *Department numbers for demonstration only

Level 6: Academic
Dept / Admin Unit -

—t
Level 7: Division Core Admin  Cardialogy  Pulmonary
801010k g0-10-20%  80-11-40X

L EKG Allergy

Office
Level 8: 20-10-102 80-10-208 80-11-404
Detailed Department Nuclear Lung
P GO cardialogy Transport
B01C103 £20-10-210 80-11-406
Revenue Vascular
Cycle Medicine S

80-10-108 80-10-215 E0:115300

For Demonstration Purposes Only

Why can a person's security access be granted at
a department level different from the admin
department?

To allow transactions on the workflow to “stop”
in the appravers worklist for all of the
departments in their purview. In the above
example, if the approver is responsible far all
level 1 reviews for the Pulmonary Division, the
security access must reflect that. If the security
was granted to the admin department (e.g.
Allergy), where the approver works, the
approver, would only “see” transactions for the
Allergy department and not the full division.

What is Security?

Security defines the pages and department(s) in which a user can transact. In the department tree, most users will have

security access at a particular "node".

An approver can be responsible for many departments than the actual department worked in.

The department(s) that you can approve for is based on the security roles and departments granted.

The slide depicts an example of this.

*Department numbering for representation only.
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Slide 46 - Workflow Gaps

If an approver is missing
at a certain level, the

transaction cannot move
forward in the workflow.

The department needs to
have an approver apply
for access and resubmit
the transaction.

The picture to the right
depicts what happens to
transactions if there is a
workflow gap and how
it is corrected.

&2 COLUMBIA UNIVERSITY

Human Resources

Workflow Gaps

No active level 1 department approver

Template-Bazed Hire

Submit Cenfirmation

Missing - no & NoHome Department Appraver was found for this transaction. Edther there is no Home
Initiator . active Level uw:.-.ump.?u.,?e u;epwuiqmr#-« you el i iru;u:lu;l p:,:,g,- iy
position rumber. I you fael you rece 5 MESSAQE iN ET0r, pleasa contact your
1 Appru\.'er Supervisn !
0K
Transaction I .
Initiated but ransaction Ta process the hire transaction:
cannot be
cannot be
submitted aceessed 1. Complete steps toobtain a complate workflow
2. Resubrmit the transaction once a complete workflow is sstablished

Mo active level 2 or level 3 department approver

Approver

Fareign

Level 1
, Funding

M » prsty » Approvers
Transaction

Transaction
Initiated

accessed in the
warklist but cannat
be approved

»

Template-Based Hire
Submit Confirmation

v

Mo Approver found for the following levels) Level 3 Approver.

To process a "stuck” transaction:

2.
3.

1. Submit an Incident Request in Service Now to purge the transaction from the system
Complets steps to obtain a complete workflow
Resubmit the transaction once a complete workflow is established

If an approver is missing at a certain level, the transaction cannot move forward in the workflow.

The department needs to have an approver apply for access and resubmit the transaction.

The slide depicts what happens to transactions if there is a workflow gap and how it is corrected.
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Other Workflows

In addition to the transaction workflows for Template-Based Hire, Additional Compensation, Salary
Distributions and Cost Transfers, there are other processes in PAC that utilize workflows.

* eTermination allows for the termination of employees via PAC entry and follows the TBH workflow.

* eCompensation is the module used for annual merit increases and the workflow for this is set up outside
of the PAC Security Application and is provided on a department-by-department basis.

* ePerformance workflow is set via the employee and manager reporting structure.

* PAC Timesheets and Absences. For departments using this module, the workflow is set via the employee
and manager reporting structure.

* Paper Transactions. For HR transactions such as ones using the Personnel Action Form (PAF), or time
entry form, are submitted through the Paper Transaction module in PAC and follows the TBH workflow.

Reference the PAC Manager Self-Service course and ePerformance courses for additional training on
transactor modules.

&2 COLUMBIA UNIVERSITY

Human Resources

In addition to the transaction workflows for Template-Based Hire, Additional Compensation, Salary Distributions and Cost
Transfers, there are other processes in PAC that utilize workflows.

eTermination allows for the termination of employees via PAC entry and follows the TBH workflow.

eCompensation is the module used for annual merit increases and the workflow for this is set up outside of the PAC
Security Application and is provided on a department-by-department basis.

ePerformance workflow is set via the employee and manager reporting structure.

PAC Timesheets and Absences. For departments using this module, the workflow is set via the employee and manager
reporting structure.

Paper Transactions. For HR transactions such as ones using the Personnel Action Form (PAF), or time entry form, are
submitted through the Paper Transaction module in PAC and follows the TBH workflow.

Reference the PAC Manager Self-Service course and ePerformance courses for additional training on transactor modules.
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Obtaining Transacting PAC Role Access

Obtaining Initiator and Approver Access

* Departments determine who the initiators and approvers are, at which level

approvers can approve, and for which type of transactions.

* Anindividual may have both initiator and approver roles.

Request Access

To request access roles other than Employee Self-Service, complete the PAC Security

Application located in Service Now.

&2 COLUMBIA UNIVERSITY

Human Resources

Obtaining Initiator and Approver Access

*Departments determine who the initiators and approvers are, at which level approvers can approve, and for which type
of transactions.

*An individual may have both initiator and approver roles.

Request Access

To request access roles other than Employee Self-Service, complete the PAC Security Application located in Service Now.
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Slide 49 - Getting Help

Questions?

Getting Help

Questions?

Please speak with your manager to confirm your needed PAC

role(s) and the department access for those roles.

For HR inquiries including modifying your PAC access and

training requirements, contact the Human Resources Service

Center.

&2 COLUMBIA UNIVERSITY

Human Resources

Please speak with your manager to confirm your needed PAC role(s) and the department access for those roles.

For HR inquiries including modifying your PAC access and training requirements, contact the Human Resources Service

Center.
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Slide 50 - Module Completion

Module Completion

Congratulations

You have completed the “PAC Workflow, Roles and Security” module.

Click on the “X” in the upper right corner to close out of this entire

window.

& COLUMBIA UNIVERSITY

Human Resources

Congratulations

You have completed the “PAC Workflow, Roles and Security” module.

Click on the “X” in the upper right corner to close out of this entire window.
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