Welcome to the Human Resource Transaction System (HRTS)
This system is now used for appointment change requests, replacing the former
paper system for these types of requests.
To log onto HRTS go to www.albany.edu/ias
Click on UAHR Custom Addons and then HRTS.

Click on Appointment Change Request.

From there you can select one of three options- Inquire, Submit and/or Approve, depending on your
access level.




An approver has access to all three of these options.
Submitters only have access to submit or inquire.

Submit a new appointment change request by clicking on “Appt. Change Request-Submit” and then
clicking on the “Add” button.
You can also click “Add” to get instructions for using the system.

Appointment change request is available on the second tab.

For existing employees you can now choose the employee by clicking on the magnifying glass icon to the
right of the *Empl ID field. A search box will open and you can search for the employee in any of the
search fields including Empl ID, First name, Last name, Campus Dept Identifier, Department Desc, User
ID, Component Name, and/or Row Security Permission List.
Click on “Look Up” to search for the employee after you have entered info into the field of your choice.


Your access is limited by your permission level in the system.

Search results will appear on the box at the bottom of the “Look Up” Box.


Results can be filtered by clicking on the heading of the search result field you want to search
by.

Once you choose the employee you want to change the appointment for, click on the magnifying glass
icon to the right of the *Request Type field.

Click on “Look Up” to view a listing of all request types.

Choose the option that best describes the action you would like to complete.




Request types appear in alphabetical order.
You can only choose one request type but you’ll be able to make other necessary changes once.
you enter the best suited request type.
Once you choose a request type it will appear in that field.

You'll be required to enter the EMPID, request type and effective date for all requests.



The other fields only need to be completed if they are changing.
If this is a temporary action, you’ll be required to enter an end date.

Once you enter these fields, click “Save” at the bottom.



Clicking “Save” will save your work so you can come back and further add or edit at a
later time if you are not completing the action at this time.
Clicking “Save” does not submit your request!

Please note there is an Attachment tab at the top of the request screen.



You can add any attachments in this tab.
Some request types require an attachment. For instance, if the request type is a
resignation, please attach the resignation letter in this tab.

Any additional comments can be added in the comments section at the bottom of the page.

When you have completed the request, click “Submit” at the bottom of the page.




The request will then be submitted to the next person in the approval process.
Once a submitter submits their request, they will be unable to make any further changes to
the request!
You’ll then see a message that states “Your Request has been submitted successfully.”

Workflow boxes will then appear at the bottom of your screen.




The workflow boxes track the progress of a request.
The workflow box shows the workflow status of a single employee if you only have one
request in progress.
If you have several requests in progress, you’ll see a listing of names of those whom you.
have request entered. Click on the name of the employee to view the request status
and/or the workflow boxes for that request.

Once you have submitted a request you can go to the Inquire workflow box to look into what has been
submitted and its current progress in the approval process.

Click the inquire box to look up a request by first name, last name, etc.






You will only have access for employees within your department/supervision hierarchy.
Submitters will only be able to view what they have already submitted.
Approvers will see only the items pending approval in their pending section (workflow box).
Once approvers approve an action, the item will no longer appear in the approve section.
The inquire box allows you to see all actions taken on a request so far as well as the current
status.



In this section, you can alphabetically sort the column by clicking on the column heading. You
can also filter by clicking any heading on the column.




Not yet= saved but not yet submitted
Pending= awaiting approval so unable to view as currently in the process between submit and
HR approval
Denied= This request has been denied by either approvers or Human Resources



Once you submit a request, the approver(s) will receive an email letting them know they have a new
pending request.





Approvers may want to designate a filter to put all requests into a separate folder for review.
Groups with several approvers may also want to filter and/or set up a separate mailbox for
these pending requests to better manage the workflow and ensure more than one approver
does not take action on the same request. This will help to better manage work between
multiple approvers at the same level.
These emails will come from the address HRTS@albany.edu

Once the approver(s) approve a request, it will be sent to Human Resources for final approval.
If Human Resources approves the request, no further action is necessary. The approval status will be
changed to approved.

If Human Resources denies the request, the submitters and approvers will receive an email that the
request has been denied.

