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Introduction

What is WIiTS

WITS is a workflow management system that will provide corporate consistency through business
process management and automated workflows. This automated workflow system enables HR to
monitor and track the status of a vast array of actions, correspondence and approvals. It enables
the HR to track the location, responsible person/body, action status, action effective/due date,
etc., of personnel and other HR actions (i.e., awards, employee relations, correspondence, FOIA
requests, etc.); with system access, WIiTS can communicate status of actions to administrative staff
and management officials through its monitoring views; allow for the measuring of performance of
HR staff (trend analysis); identify improvement areas; identify staff skill and competency in HR
areas; provide a variety of reports (i.e. workload, gain/loss); and promote/facilitate the provision of
customer service through improved communication and timeliness in completing actions.

WITS is secure and web-enabled, and with appropriate remote privileges, can be accessed over
the Internet from anywhere.

What Can WIiTS Do For Me?

Currently

e Provide tracking where there currently is none

¢ Reduce the number of inquiries from customers regarding the status of actions

e Facilitate and expedite the transmission of approvals and provide communication regarding the
status of actions

Provide real-time monitoring of actions

Send notifications when a workitem has been received or completed

Send and receive comments and/or attachments with the workitem

Send reminders

Provide workload analysis and distribution

Provide reporting tools

Single Sign On through the NIH Portal

Prioritize actions

Automatically route actions to designated back-up when primary is out of the office

Future

e Provide electronic/digital signature capability

e Send/process benefit forms in PDF format with Adobe digital signatures

¢ Interface with other HR systems (e.g. QuickHire, QuickClassification, E-OPF, EHRP)

WITS Step-By-Step
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Working with WITS

Accessing WITS for the First Time

Go to the WIiTS Website at: http://wits.od.nih.gov. You will see the following screen:

NIH Login

© selectyour domain: | OD | which damsin should 1 select?
2] User narne: | |
Password: | |Change Password

Warning Notice

This is a U.5. Government computer system, which mav be accessed and used only for authorized Gavernment business by
authorized personnel. Unauthorized access or use ofthis computer system may subject violators to criminal, civil, andiar
administrative action.

All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to authorized persannel
for official purposes, including criminal investigations. Such infarmation includes sensitive data encrypted to comply with
confidentiality and privacy requirerments. Access or use of this cormputer system by any person, whether autharized or unauthorized,
constitutes consent to these terms. There is no right of privacy in this system

Pleaze e-rail questions or comrments to tasc@nih.gov or call 301-594-6248

BT & (¢

[£5

1. Select your domain.

2. Type in your Network User ID (usually the first 7 letters of the last name followed by first initial)
Example: smithj for Joe Smith.

3. Type in your network password. Click on the m icon.

After you've logged into WITS, the Workitem Handler Install Wizard will appear to install the
WITS software onto your computer. Please Note: You must have administrative privileges for
your computer to successfully install the application onto your PC (See Troubleshooting.)

Installing the Workitem Handler onto your computer — (This will occur when accessing WiTS
from a new computer.)

If using Internet Explorer:

At the Security Warning dialog box, click “yes” to enable the installation:

WITS Step-By-Step
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Security Warning |

Do wou weank bo irstall and s "HandvSoll Conporstion™
gighied an B/ 252003 356 AM and distibuted b

HandySoft Corporabon

Publizher autrenticity verfied by VenSign Class 2 Code
Sigring 200 CA

Caubore HandySolt Corporation azzerts that this content iz
zafe. You shoubd only installfviswe tis content if you izt
HandySoft Corporabon to make that azzertion.

[ Always tust content fram HandySaft Coporation

Iare lnfo |

After clicking yes, the “Welcome to Bizflow Installation Page” will appear to indicate that the WiTS
software is downloading onto your computer.

23 Welcome To The BizFlow Installation Page - Microsoft Internet E

BIZFLOW

by HANDYSOFT

Welcome To The BizFlow Installation Page

uker, This

ary prablem in aukariati
Download BizFlo

a http: ffoddevohribizflowsetup/wmibsetup, exe I_ l_ l_ (5 Local intranet 4

After the download is complete, the Bizflow Workitem Handler InstallShield Wizard will appear:
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At the “Bizflow Workitem Handler InstallShield Wizard”, click “ Next” .

BizFlow Workitem Handler - InstallShield Wizard

I

wWelcome to the InstallShield Wizard for
BizFlow Workitem Handler

The InstallshieldiR) wizard will install BizFlow Warkitem Handler
on wour compuker, To continue, click Mexk,

WARNIMNG: This program is protected by copyright law and
inkernational kreaties.

= Eack I (\ ......... Next} ......... D Cancel |

At the Software License Agreement box, click on the “1 do accept the terms in the license
agreement”, then click “Next”.

i!;;'- BizFlow Workitem Handler - InstallShield Wizard

License Agreement

Flease read the Follmwing license agreement carefully,

HandySoft® Software License Agreement 5]
(THIS IS A LICENSE AND NOT A SALE)

IMPORTANT! YOU MAY USE THE SOFTWARE PRODUCT(S)
ACCOMPANYING THIS AGREEMENT, WHICH INCLUDE(S) RELATED
DOCUMENTATION, ONLY IN ACCORDANCE WITH THIS LICENSE
AGREEMENT (“AGREEMENT™) (UNLESS THE SOFTWARE PRODUCTS(S)
ARE COVERED BY A SIGHED LICENSE AGREEMENT WITH HANDYSOFT

OR A SEPARATE AGREEMENT WITH ANY THIRD PARTY, IN WHICH CASE
THE SIGNED OR SEPARATE LICENSE AGREEMENT GOVERNS YOUR USE ~|

ﬁj{/ﬂccept the kerms in the license agreement:
do not accept the terms in the license agreement

Install5hield

/
< Back M Mext = ) I Cancel

N__
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You will then see the dialog box indicating that the program features are being installed onto
your computer.

& BizFlow Workitem Handler - InstallShield Wizard oy ] A |
Installing BizFlow Workitem Handler

The program features wvou selected are being installed,

Flease wait while the InstallShield Wizard installs BizFlow Workitern Handler .
This may take several minutes.

Stakus:

Generaking script operations for ackion:

mstallShield

The InstallShield Wizard has successfully installed BizFlow
Workitem Handler. Click. Finish to exit the wizard.

Click. Finish ko exit the wizard.

Zancel

:

WITS Step-By-Step
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If using Netscape:

The Javascript Application dialog box will appear. Click “ OK”
DavaScript Application] X
The BizFlow plug-in is not installed.
| Would you like to install it now?

! (o ) canel |

At the Software Installation dialog box, click “Install”

Welcome to the BizFlow Plug-in Installation Page for Netscape users.

Please restart your browser after installation.

& web site is requesting permission ko install
[ : HandySoft NPCTRL ActiveX Plugin  Unsigned  http://oddevohr/bizflow/contrals!...
.

Malicious software can damage your computer of violate your privacy, You should only
install software From sources that you trust,

At the Bizflow Plug-in Installation Page, click “OK”

Welcome to the BizFlow Plug-in Installation Page for Netscape users.

Please restart your browser after installation.

" Download and inskallation status

HandySoft NPCTRL ActiveX Plugin Success

| G )
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Working on Actions
Your Work Area Page

Upon successful login, you will see your Work Area Page. (Note: The application download will occur
only during your first login).

2} Welcome To The Workflow Information Tracking System(WiTS) - Microsoft Internet Explorer 1ol x|
File Edit View Favorkes Tools  Help ‘
“deBack - = - @ A} | @search GaFavorites Gfmedia o | B S =T
address [&] hetp:/joddevohr bizflowbizindex. isp | @eo |unks @

Reed L Management L Preferences... L Help.. L LogoOut [PS
LN B - Process Definition - Process Instances *Process Archives
& WATS Action Inikiation
“~ Name Description
I~ Help Desk WorkFlow Pracess for initiating help desk requests For GuickHire, GQuick Classification, WiTS, and EHRP. Initiate a separate request per system.
[~ Initiating Action Process Initiating Action Process for ClassiFication, Recruit and Selection For Position Processes
Start I
2 worklist
Fiter By: [ &1 Work =1
« WITS Trans # Date Recvd Action Type Institute Employee Name  (First /Last) Position Title Pay Plan Series Grade Band Proposed Effective Date
-
open... | wonitoring... | Excel.. | Search...
F&  Active WITS Transactions
« WiTS Trans # Date Recvd  Action Type Institute Employee Name (First / Last) Position Title Pay Plan Series Grade Band Proposed Effective Date
-
—
[ Khan of Mongolia, and
I~ 544 A Recruitment fSelection OD Attila Hun ruler of the warld as we  AD 180 01022004
edidd knaw it -

&1 BE Local intranst Z

iastart”J o] & 16 ] |J [l tnbox - Microsoft o‘..| £]welcome To The ... BWITS Step by Stenv...l AWITS | 4 1WITS User Guide - ... | |Qj§ B CEREA 1 mizs am

By default, your work area page has been set to the BizCoves view. WIiTS BizCoves have been set up
to make it easier to organize and simplify the way HR does its work. BizCoves are blocks of information,
work activities, and functionality delegated to participants according to their responsibilities within the
organization, and can be assigned to specific organizational units or user groups within WiTS. The
blocks of information are presented in a simple user interface that provides at-a-glance access to
pending work and reports.

The BizCoves are divided into the following areas:

WITS Action Initiation — work processes that you can initiate

Worklist — immediate access to your workitems

Active WIiTS Transactions — access to all active workitems in your team / organization

Archived WITS Transactions* — access to completed workitems

Report List* — access to a list of individual reports

HR Systems Support (Help Desk) Worklist* — lists HR Systems Support work items requiring your
attention

¢ My Active HR Systems Support (Help Desk) Transactions* — lists all of your open HR Systems
Support tickets

* Note: These BizCoves are not shown in the screenshot above.

WITS Step-By-Step
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In addition to organizing work, BizCoves provide a series of buttons at the bottom of each block to help
users perform necessary actions, such as completing other individual’'s work, forwarding work to other
WITS users, and monitoring the progress within each process. A description of the available buttons
follows:

Start — initiates selected action

Open — opens selected action; allows for user to compute respective steps.

Forward — enables user to manually re-route the action to another WiTS User

Monitoring — enables user to determine where an action is within a process or view the steps taken by a
completed action.

Excel — exports data into an Excel spreadsheet

Detail — allows the user to see narrative details about the action; also allows the user to have access to
such important functions as: View; Complete; Monitor; Forward; Excel; Print, Refresh

Initiating Actions in WIiTS

From the WiTS Action Initiation Bizcove on your work area page, you can initiate a variety of actions.
Currently, there are two options for initiating an action. You may either select “HR Systems Support
(Help Desk) Workflow” or “Initiating Action Process.”

Once inside the WIiTS Action Initiation Bizcove, you have 2 options to initiate an action. You can start a
process by either:

Option 1 Option 2
Click on the name of 1. Click on the check box beside the name of the process.
the process to be 2.Click on the “Start” button
started. S WiTS Action Initiation
“ Name Description

@ WITS Action Initiakion [ Help Desk werkfon

e,
Mame I~ itiating Action Process Initiating Action Process For Classification, Recruit and Selection For Posi

[ Help Desk WorkFflow N

[~ Anitiating Action Proces

3. After you've started a process, a blank input sheet will open. The input sheet will vary, depending
upon the process initiated. For example, if you chose HR Systems Support (help desk), an input

sheet to request Help will open. This input sheet is different from the HR actions input sheet.
I 5

R N=1E I it o] by G )
G ‘ i TG 1M @ d 00 &3 X
EETPEYCEE L] JErm———
FYud N FYP PV = &
Help DeSk Tleet Tnikiate DHHSINATIONAL IKSTITUTES OF HEALTH HRARep Checks (EHRP) Request
SECTION 1 TICHET MEORMATION . 071{ Office of
tep Dk Tkt [ Date itired [N Human Resources
Sttt Pty Code [ Fariers i Sfence
= TRANSACTION INFORMATION
| WiTS Trans Number  Initiated By Action Type Date Received
Problem Description a3 Please select |} December 17, 2003

EMPLOYEE INFORMATION

SECTION 2. NLLP DESK Employee ID First Name Ml Last Name

Hlh Sl W

Dt 1 H10)

woteers e iee 7 [ i Vv s D
How ® Enait toie [  ©v- e Rord

Administrative Code Institute/Center

Organization Initials Proposed Effective Date

HR Assistant HR Specialist

Date Initiated/Sent _ Date Initiated/Sent

Date Returned to 10 Date Returned to 10

SECTION 3. TIER 2 SUEPORT

Date Rt Thar tare e Py oo [

Emall Darie to CIRRFNT PARITINKN INFNRMATINN
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4. Complete the data fields on the input sheet as appropriate for the type of action that has been
initiated. All mandatory fields are indicated by asterisks.

After you've completed the appropriate fields on the Input Sheet, you have several options in
addition to your response group list (See Moving an Action to the Next Step (Activity). You can:

= Save the action as partially completed,

= Close the action without saving,

=  Add a comment,

=  Add an attachment, or

= Move the action to the next activity/participant in the process.

Note: If the user misses a mandatory field, the system will prompt him/her to complete it before the
action can be moved forward.

Saving a Partially Completed Action :

If you save a partially completed work item, WITS keeps the information you have already entered, but
does not send it to the next activity. The work item appears again in your Work Area as partially
completed.

1. Enter the data on Input Sheet.

2. Click the “save partially complete I} icon” on the menu bar at the top of the screen.
Once you click the “partially complete” icon, the workitem will be saved back into your
active worklist to allow you to work on it at a later time.

3. If a signature is required and you have not signed the form, a pop-up box will ask if you want
to sign the form. Click No to close without signing. Click “Yes” to add a signature before
closing the form. Note: The Electronic signature functionality has not been activated. You
will be notified when electronic signatures can be used.

WITS Step-By-Step
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Opening a Partially Completed Action :

If you've saved a partially completed action , and at a later time you want to complete the
action, go to your Worklist BizCove.

2} Welcome To The Workflow Information Tracking System{WiTs) - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help ‘

“Back - = - G} 24 | @search [Favortes Ermeda o8 | BY- Sb =

Address [&] http:/foddevahr/bizflovbizindex. isp

Reed L,Management L, Preferences... L, Help... ,LlogOut [P

(VBN Y = Process Definition = Process Instances Process Archives

8; WTS Action Initiation

“ Name
™ Help Desk workflow

Description
Process For inibiating help desk requests For QuickHire, Quick Classification, WITS, and EHRP. Initiate & separate request per system.

[~ Initiating Action Process Tnitiating Action Process For ClassiFication, Recrult and Selection for Position Processes

Skart.

2 warklist
Filter By: [ AIwork B

TWiJs Trans # Date Recvd Action Type Institute Employee Name (First /Last) Position Title PayPlan Series Grade Band Proposed Effective Date
-

open... | | [ Excel. | | search... |

—

Maritoring. .

8 Active WiTS Transactions

4 WiTS Trans # Date Recwd  Action Type Institute Employee Name (First / Last) Position Title Pay Plan Series Grade Band Proposed Effective Date

-
=
" Khan of Mengelia, and
s SIS Recrutment fSelection OD Atila Hun ruler of the world as we  AD 180 01/02jz004
T know it ;I
&1 [ [ [BEocalintranet

9:26 AM

fstart H I & @ H [ Inbox - Microsoft 0..‘| % |welcome To The . EI]WITS Step by Stepv...| (_awiTs | &wirs user cuide - ... | [f 89 GREA 1

Then:

Option 1 Option 2

Click on the WIiTS
Transaction Number.

1. Click on the check box beside the WIiTS Transaction.
2. Click on the “Open” button

After you've opened the partially completed workitem, you will see the saved input sheet for that
action.

Click the “Enable Editing 3 Icon” to allow changes to be made to the Input Sheet upon re-
opening,

Complete the data fields on the input sheet as appropriate. After you've completed the remaining
fields on the Input Sheet, forward the action to the next activity (step in the work process and/or
activity participant). See “Forwarding an Action to the Next Activity.”

Adding a Comment

If you want to add a comment to an action, from the Input Sheet:

1.
2.
3.

Click the “Comments” e icon.

Type your comment in the pop-up box that appears.

Click “OK” when finished. Your comments will appear along with any other comments that have
been previously entered.

WITS Step-By-Step
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Be sure to check “Pass the comment to the parent process” and “Pass the comment to a child

process(es)” if you want the comment seen throuihout the entire action.

Pass the comment to the parent process.
Fass the comment to a child process(es).

[ o | | Cancel

To edit a comment:
Select the comment and click “Modify”.

To delete the comment,

Select the comment and click “Delete”.
4. Click “OK” When finished.

Adding an Attachment

If you want to add an attachment to an action:

1. Click the “Attachments” & icon. An “Attach file” dialog box will open. Locate the file you
wish to attach. You can attach any type of file.
2. Click “Open.” Your file will appear in a panel at the bottom of the screen.

Exiting Without Saving

If you want to exit WiTS without saving the entered data:

1. If you do not want to save the information you've entered in the form, click the "Exit without

Saving” X icon.
2. The work item will remain in your Work Area, but any information you entered will not be saved.

Moving an Action to the Next Step (Activity)

To send the action to the next activity in the process,

WITS Step-By-Step
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1. Select the appropriate response from the drop down menu at the top left of the
screen. The response menu contains a list of choices that will either direct the
action to the next step in the process or complete an specific task (e.g., send an
automated email).

3 initiating Action Mocess - HRA/Rep Checks (EHRP) Request - Microsoft Internet Explorer
e Pl @2 (3 () B 20 0 |[Ha & %
Nl Pessonmal sctiondffain |
A b @ e g g e =
0 Office of
Human Resources

Partnars in Science

TRANSACTION INFORMATION
WiTS Trans Number Initiated By Action Type Date Received

Flease select... ~ |} December 12, 2003

EMPLOYEE INFORMATION
Employee ID First Name MI Last Name

Proposed Effective Date

Adm Institute/Center Organization Initials

inistrative Code

HR Specialist
Date Initiated/Sent
Date Returned to 10

HR Assistant
Date Initiated/Sent

Date Returned to 10

CURRENT POSITION INFORMATION

__ ) ) Par ay
Position Title Grade  Step Cluster

2. After you've chosen the appropriate response, click the “Rubber Stamp E'?’
icon” to the right of the response drop-down menu. Once you click the Rubber
Stamp icon, the work item will be sent to the next step (activity) within the workflow.
Note: If the next step in the process involves another participant, the workitem will
no longer appear in your worklist. However, you can monitor the status of the action
from the Active WITS Transactions Bizcove.

Accessing Actions Sent to You

All work that is sent to you will appear in your Worklist Bizcove. There are two ways that you can access
work that has been sent to you.

1. Ifyou are logged into WIiTS, you will receive a notice when a new action has been received in
your worklist.

The Notification dialog box will show you the work that you need to complete, or if there is a deadline that
you must meet. To open a new work item from the notification box:

_IEix

E((@ M ew wWorkltem has arived!

Process iz Help Desk ‘W orkfow
BActivity iz WATS Tier 2 Support
| ritiator iz adminiztrator?

Title iz HR Azsistant

Organizational nit iz HRC-Bethesda

| Index: 1 | Total : 1

B m| % |m)[x
WITS Step-By-Step
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Click on the AI icon. Clicking on this icon opens the Input Sheet for that action.
After the Input Sheet has opened, you can fill-in the appropriate data fields for that action.

2. To open an action from your Worklist:

Go to your Worklist Bizcove. Then:

Option 1 Option 2
Click on the WIiTS 1. Click on the check box beside the WiTS Transaction.
Transaction Number. 2. Click on the “Open” button

2 Welcome To The w Information Tracking System(WiTS) - Microsoft Internet Explorer =10l x| b

(aiFavortes @veda B | - &b = =

izflovwibizindes.jsp

Reed L,Management L Preferences.. ,Help.. LLogOut PS

[UBIRTEY = process Definition Process Instances Process Archives

9} WiTS Action Iniiation
-~ Nami Descri) ption
™ Help Desk warkflow Process For initiating help desk requests for QuickHire, Quick Classification, WiTS, and EHRP. Initiste a separate request per system.
[~ Initiating Action Pracess Initiating Action Process For Classification, Recruit and Selection for Fosition Processes
Stark
2 Worklist-Play Folder
B&F-E%'\A” Wark A4
- Wil§ # Process Name Priority HRS HRA Date Recd Action Type IC Org Initials FName LName Pos. Title PPlan Series Grade Band Prop. Eff. Date
O 3115 Awards Process Mediurm Villadiego, Janis administrator, the 2004-05-12 10:19:19.0  Award FIC OHR DHRIS Jonathan Meyers Actor AD 0ooo - 15 06/13/2004
> [ Cpen... ] [ Forward,.. ] [ Monitoring... ] [ Excel...
-
-
Khe F M lia, and
s 231218 Recruitment fSelection 0D attla Hun S G e [ 180 oLjozizoot
- know it LI
& (] Local intranet ~
stare || ) @ (& O || Blimbox - microsoft o... | [£7welcome To The .. B jwiTs step by step...| (gwirs | E3wits User Guide- ... | [ RIRE A s:zeam

3. The Input Sheet will open.
4. Complete the required information on the Input Sheet. After the necessary information has been

entered, you may have several options to move/save the action. See “Initiating Actions” for
options for moving or saving an action.

To forward the instance to the next step (activity/participant):

5. Click the “Rubber Stamp CE'} icon” to the right of the response drop-down list. Once you
click the Rubber Stamp icon, the work item will be sent to the next activity/participant based upon
your response chosen from the response drop down menu.

Monitoring Actions in WIiTS

WITS allows you to monitor an action (to view detailed information about it. Perhaps you've initiated
an action and need to see who has the action, or what step the action (is currently at within the
overall process). You may also want to view the details of an action that someone else has
initiated, or to see whether or not there are attachments to the process instance, or when an action
will arrive at your workstation.

WITS Step-By-Step
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To monitor an action:

1. Select a workitem from a Worklist BizCove by checking the check box next to it.

2. Click “Monitoring”.

o el w9 bk L bt P B Syl s 6] - Flrasnlt R vt Coplorm = |
br R e Ppoem eh fw [ & |
wem = - (33 | Pk pewin s 3 N a T E

=] i |usde ™

FrE ] e ——

whdp. wisgime [

Exed e Areieerr

T .
- B iy

el el Spocant 0 g bl e e by (s, Oun Deslicmes, afT0, i DnER, IRAEE § MDA PSS 18 MR,

C I criors Broamn e Olascianiar, Badt and Sabeonon Loy Podiar faoosios

Cas |

E maii =

ik B | &1y r|
AEE T (e Berwd Romon Tvpr bralitube Bwolop Rars [Tind L) Soadbion Tie oM Srries Dol Bard Preoesed Bleriiee Duie

[T — =+
= WS T @ DolrBoevd  Sohon Pypr rebibale Drepleyer Marss ek (el Pondtioa Title  Pay Fan Sories Crwde Barsd Peoponeedl Bfockive ode
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The Monitor window will open. You can then view the routing map of the process and obtain
information about the action by clicking on the tabs at the bottom of the routing map (see
explanation of tabs below). The thick blue lines indicate the route the action has taken. In
addition, you will see icons in the lower left hand corner of the activity box which also
provide an explanation of where the action has been and where it is (if the process has not

been completed).

09 |

b
Canegel

.0

_.‘o\“:]

<Atart>

Initiate

&P

Citrix Fassword
Feszet Email

L

Initiate L___i M REfer To
_.‘O\“ﬂ-- Tier 2

Help [Lesk

Resolved/Completed

@ .

Completed

Activity Status lcons Descriptions

Email to User

Citrix New ID E...

Activity

Activity Skipped

Completed (Unnecessary)

Current Activity

o

Q

o
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To view specific information about the action, e.g., trail, attachments, comments, etc. You can click on
the tabs below the routing map.
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The tabs in the Monitor window include the following:
|Tab |Description

Lists the workitems for the process instance. The
Worklist process !ns?ance may have more than one workitem
per activity if there are more than one participant for
that activity.

Shows the event log for items associated with the
Trail process instance, such as the instance itself, activities
and workitems.

Activity Lists the activities and gives details such as their status.

Shows any files that have been attached to the instance
by a user in his/her workitem.

Attachment

Lists any comments that have been added to the

Comment instance by a user in his/her workitem.

Monitoring from Active Worklist — Trail: Provides a trail of when each activity was initiated for the
action.

Monitor Close

Event Execution Date
Start 12/182003 11:34:15

Start 12[18(2003 11:34:15
Create 12/18/2003 11:34:15
Start 12/18/2003 11:34:19 warkicem

@ [ [ [BEtecavbanet 7
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Monitoring from Actlve Worklist — Act|V|ty Lists all of the activities the actlon has been through.

5| ¥ " plor ol x|
ack ~ = @lml@s rch GlFavorites @iredia (3 | B S =1 5]
Monitor Close

.

L swatus Activity
ot Started Help Desk
ok Started MEErREm
ity ord

12/18/2003 11:34:15 =
£

2. Click “Close” to close the Monitor window.

Completing an Action Assigned to Someone Else

Occasionally, it may be necessary to one user to access another user’s action and complete it. This can
be done in the following way:

1. Under the Active WITS Transactions BizCove, check the box next to the action you wish to
complete.

2. Click on the “Detail” button. This will open a pop-up window.

Process Mame Awards Process Process ID 1257

Skatus Running Cuskarm I0

Urgency Mormal Inikiakor Kerr

Check Password Unchecked Initiaked Date 01/22/2004 11:50:17
Deadline Process Description

Worklisk -
Wiew... [ Complete.,) Bakch Complete  Monitor...  Forward... Excel,.. Prirk... Refresh
1D akus Ackivity Completed By i i i

Participant  Created Date Repair Woaorkiten

Overdus 01/2z{2004
10z Running HR& Processes Award Kerr 11:50:17
@ ‘:J Local intranet

3. Check the box next to the activity you wish to complete. (Note: You may only complete an

action that has not already been completed. If multiple activities are listed, you will usually select
the last activity listed.)
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4. Click on “Complete”
5. This will open the Input Sheet for the action you have selected. Complete and move the action
forward as necessary.

Forwarding an Action to another WiTS User

Transactions within WiTS may be forwarded as needed to other WiTS users. To do so, users would do
the following:

1. Under either the Active WITS Transactions BizCove or the Worklist BizCove, check the box of the

action you wish to forward. (Note: This feature is only available for actions that have not yet

closed.)

Click on the “Forward” button. This will open a pop-up window with an organizational structure.

Click on the “+" to expand the folders and locate the part of the organization you wish to direct the

action.

4. Click on the name of the Team / Branch / Group which contains the individual you are forwarding
to. Alist of WIiTS Users will appear along the right side of the pop-up window.

wnN

< Forward Workitem -- Web Page Dialog

User Groups Users
= HRC-Bethesda Les
I PRUG Users Plumnrmier
=1 Center Director Kuhn
= 1 Client: Services Division Irvin
=1 staffing Teams FSmith
1 £5D Division Direckor's OFfice Salazar
1 Team 4 Jamith
—1 Team B Gary
— Team ¢ Bagley
I Team D Darby
Parker
— Team E Eve
—! Team F Canada
I Team 5 Banks
— Team H E
I Team 1
— Team 2
] Special Programs Team
* 1 sStrateqic Programs Division
* 1 warkforce Relations Division
Team B ok ][ canesl |

5. Click on the name of the individual who should receive the action. (Note: You can only forward
to one person.)

6. Once the individual’s name appears in the text box at the bottom of the pop-up window, click OK.
The user will receive a notification that a new work item is in their worklist.
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Using the Advanced Search Feature in WIiTS

1) Locate the Advanced Search button in the BizCove you wish to conduct your search and click on it.
Remember, to locate all active instances of an item, conduct your search in Active Transactions. If the
item you wish to search for has been closed, you will find it in the Archived Transactions.

1 2 3 4 5 6 7 & 9 10 Mext Mextll

Manitar, .. | Detail, ., Advanced Searnl Excel, ., |

2) This will open the Advanced Search pop-up window.

£} search - Microsoft Internet Explorer ===l
Advanced Search ﬂl;l
% Process Mame " Process ID { Application
" Pracess Description " Process Status C Application Type
" Process Initiation Date " Process Initiator " Custam ID
" Mumber of Attachments " Number of Comments
" Process Urgency " Process Yariable
Add
Cperator Yalue
[ Includingl) = |
%" Search current Folder " Search all Folders Search Delete Delete all
[~
You may search by the following options:
Search Option Description
Process Name Allows users to search by the process name, e.g. “HR
Systems Support (Help Desk) Workflow” or “Recruit and
Selection”
Process Description Not recommended / useful
Process Initiation Date Allows users to search for actions based upon the date or
range of dates that the action was initiated.
Number of Attachments Allows the user to search by the number of attachments
included in the action.
Process Urgency Not recommended / useful. Allows users to search by the
level of urgency assigned to the action.
Process ID Not recommended / useful. Allows users to search by the
Process ID. Note: WITS Transaction Numbers (WiTS #)
are a process variable.
Process Status Not recommended / useful.

WITS Step-By-Step
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Process Initiator

Allows users to search by the name of the individual who
initiated the action.

Number of Comments

Not recommended / useful. Allows the user to search by
the number of comments associated with a transaction.

Process Variable

Allows users to search by a number of WiTS/OHR-specific
criteria. A list of the more useful process variables is
included below as well as instructions on how to use
process variables in conducting a search.

Application Not recommended / useful
Application Type Not recommended / useful
Custom 1D Not recommended / useful

3) Select the appropriate radio button
4) Complete the appropriate information

5) Click on “Add.” This will add your search statement to your search criteria. You may add additional
conditions to your search to refine results.

6) Click on “Search” once you have completed adding search criteria.

Upon clicking “Search” you will be redirected to your Work Area Page. If the BizCove you were
searching under returns empty, no matches were found for your criteria. Modify your search as
necessary. Click on your “Worklist” tab to remove the search filter from your BizCoves and see all items
again.

Using the Process Variable Option to Conduct Searches

The radio buttons on the search form list the most common built in features of the BizFlow application.
However, in the process of customizing WiTS to HR’s needs, several process variables were defined.
We have included of the process variables most useful to HR users when searching for transactions.
Note: All search results will be limited to records that the user has permissions to see.

Label Process Variable Value Options Descrlpt!on /
Type Suggestions
Action Type action_type String Recruit & Use the “Includes%”
Selection; operator and only part of
Classification the process name when
(only); searching, e.g. select the
Career Change; “Includes%” operator
Awards; and type in “Awards”.
This will pull only Recruit
& Selection actions.
Current admin_code String Limited by user’s access
Administrative privileges.
Code
Current CAN can_no String
Date SF-52 date_received String Mm/dd/yyyy format
Recv'd
Effective Date effective_date String Mm/dd/yyyy format
Employee ID employee_id String
WITS Step-By-Step
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Current Grade grade Numeric |0,1,2,3,4,5,6,
7,8,9,10, 11, 12,
13, 14, 15
HR Assistant hr_assistant String HRA names in the
system appear as
“Smith, Joseph”. If
searching for an HRA,
use the “Includes%”
operator and type in just
the last name to reduce
the chance of getting no
results due to typo.
HR Specialist hr_specialist String HRS names in the
system appear as
“Smith, Joseph”. If
searching for an HRS,
use the “Includes%”
operator and type in just
the last name to reduce
the chance of getting no
results due to typo.
Initiator E-mail initiated_by String Unless the initiator e-
Address mail address is known
exactly, users should
use the “Including%”
operator to maximize
results.
IC institute String Will look for institute by
initials, e.g. Office of the
Director would be OD.
Current Job job_code String
Code
First Name first name String
Last Name last_name String
Ml mi String
Organization org_inits String
Initials
Current Pay pay_band String
Band
Current Pay pay_cluster String
Cluster
Current Pay pay_plan String Options are: AD,
Plan GS, EE, ES, WG
Current position_no Numeric
Position No.
Current position_title String
Position Title
Proposed proposed_effective_date | String Mm/dd/yyyy format
Effective Date
Current Series series String
Current Step step Numeric 0,1,2,3,4,5,6,
7,8,9,10
WITS Step-By-Step
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Current TK tk_no String
Number

WITS # transaction_number Numeric

To use these process variables:

1) Click on the Process Variables radio button

2) Select the appropriate Value Type for the Process Variable you'd like to search on

3) Type in the Process Variable name exactly as it appears in the Process Variable column

4) Select the appropriate Operator for the action you wish to perform

5) Type in the desired Value you wish to include, match exactly or exclude from your search results
6) Click on Add. If you wish to add additional search criteria, you may do so by repeating steps 1
through 6.

7) Click on Search after you have added all search criteria.

Upon clicking “Search” you will be redirected to your Work Area Page. If the BizCove you were
searching under returns empty, no matches were found for your criteria. Modify your search as
necessary. Click on your “Worklist” tab to remove the search filter from your BizCoves and see all items
again.

Search Tips

1) Use the “Including%” when you're not sure of the complete title / phrase of the search item, e.g. When
looking for the HR Systems Support (formerly Help Desk) Workflow set the criteria as follows:

/3 Search - Microsoft Internet Explorer o ]
fidvanced Search Close |;|
% Process Mame " Process ID [ Application
" Process Description " Process Status [ Application Type
" Pracess Initiation Date " Pracess Initiator " Custom ID
" humber of Attachments " Number of Comments
" Process rgency " Process Yariable

Add
Operator Yalue

| Including(z) =] |
&+ Search current Folder " Search all folders Search Delete Delete all
[T Process Mame Including %) help

I

Note: The Process Name has been set to include “help”.
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Reports & Metrics Information

WITS provides for several types of reports that can be exported to either Excel or PDF. These external
reports are being made available as additional HR processes are defined and implemented via Crystal

Reports.

System Preferences

Click the “Preference” link along the top right corner of the WiTS main screen.

designer] o Management i Preferences... i Helpe.

—

designerl L Management o Preferences.. L Help.. 4 LogOut

The General tab will appear on top. The General tab of the Preference dialog box will appear giving you
access to optional user settings:

A Preference - Microsoft Internet Explorer

[v] Digplay Mew workitem MNotification Message
[Jcheck Password Upon Completion of Warkitem
CDisplay Warklist With No Check Boxes

[wiew all application Definitions

(I Get Next Warkitem Automatically

[ Display Warklist Statistics

(&) BizFlow Security Login ) MT Single Sign On

| Register key | | Unregister Key |

O Basic WIH ® Erhanced WIH O accessible WIH

O Tabular ) BizCove

COryveb

® Standard

Most users will not have to make any changes on the general tab. Occasionally, some users will not get
their pop-up notifications. If this occurs, users should:
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Click the Display New Workitem Notification Message (to remove the check in the box)\
Re-click the Display New Workitem Notification Message to re-add the check in the box
Click on Apply

Close out of the Preferences window

Log Out of the System

. Log back in

This steps will re-enable this feature for users.

ogagrwnNE

Setting User Absence (Out of Office)

When you are absent, workitems sent to you cannot be completed unless you designate someone else
to handle your workload during your absence. WIiTS allows you to designate someone else to complete
the workitems in your absence. When the designated user clicks Designated Work in their Work Area,
the work that has been designated to them is displayed.

The user sets the absence start and end dates, designhates another user to handle their workitems, and
creates a message to be displayed during the absence.

‘A Preference - Microsoft Internet Explorer
General

Display NtiDn Message

[ check Password Lipon Completion of Warkitem
[ oisplay Warklist With Mo Check Boxes

[wiew all Application Definitions

(et Mext Workitem Automatically

Cpisplay worklist Statistics

@ BigFlow Security Login O NT Single Sign On

[ Register Key ] [Unregister Key ]

O Basic WIH & Enhanced WWIH O accessible WiH

O Tabular ® BizCave

() Standard O'inteb

To set an absence:
1. Click the “Preference” link along the top right corner of the WiTS main screen.
2. The General tab will appear. Click the “Absence” tab.

WITS Step-By-Step
SPD/ OHR Page 27 5/12/2004



3. Click the "Set Absent” checkbox.
4. Enter the start and end dates and times for your absence in the respective boxes.
5. Click the “Designate” button to select the person who will receive your work items during your

absence.
6. Type a message that will appear to the designated person.
7. Click “Apply”.
8. Click “Close” to exit the Preference dialog box and return to the WiTS main screen.

Using Your Signature File — To be available soon
WITS allows a digital signature to be used in its Form applications that require a signature. It permits a
bitmap image file to be registered and applied rather than requiring you to manually draw a signature
when requested. You can register more than one signature file and then select one of them to use, (i.e.,
one with just your first name and one with your first and last names).

2l Preference - Microsoft Internet Explorer,

General
[“IDisplay Mew warkitem N
[Ccheck Password Upon Campletion of Workitem
[CDisplay Wworklist With Mo Check Boxes

[CDview all application Definitions

[Clzet Mext workitem Automatically

Coisplay Warklist Statistics

& BizFlow Security Login O NT Single Sign On

[ Reqgister Key ] [Unregister Key ]

) Basic WIH & Enhanced WIH O Accessible WIH

O Tabular ()BizCave

(&) Standard el

The signature options are as follows:

Option Description

Use Signature File Checking this option enables the selected digital
signature file to be applied to selected forms.

Signature File List Lists the registered signatures. Each signature is
associated with a digital bitmap file.

Add This lets you add a signature and register a
bitmap file to be used as the signature.

Modify This lets you modify the bitmap file associated
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with the selected signature by selecting a new file.
Delete This lets you delete the selected signature.

To register a signature file:

Click “Add”. The Add Signature dialog box is displayed.

Enter a name for the signature file.

Click “Browse”.

Select a file to use and click “Open”. You can only use bitmap files (.bmp) as a signature
file.

5. Click “OK”. The signature will appear in the Signature List with a radio button next to it.

pPwpnPE

Note: The bitmap image should be no larger than 500 pixels wide by 50 pixels high. It is recommended that
you create a signature with a dimensional proportion of 2 to 1, and restrict the size to less than 64 Kb. For
example, a signature 100 pixels wide by 50 pixels high is optimum.

To select a signature to apply to forms:

1. Click “Use Signature File”.
2. Select a signature from the Signature List by clicking the radio button next to it. The
signature image in the associated file will be displayed.

Getting Help

WITS Users have several options to get assistance with WiTS. A three-tiered system is in place to assist
all levels of questions.

Tier | support consists of SuperUsers. At least four SuperUsers are available per operations team to
assist staff in resolving some of the more common problems / issues. Non-operations staff will have
a minimum of four SuperUsers in the Division.

Tier 1l support consists of HR Systems Support which also includes WiTS System and HR Systems
Policy Support. Support at the Tier Il level and beyond is only accessible via HR Systems Support.
Routine issues handled by Tier Il include:

e Reporting errors

e  Submitting server tickets to OIT

Tier 11l consists of the WIiTS Technical Support (Vendor).
WITS Users in need of assistance should:

1. Consult their SuperUsers to see if the issue can be resolved internally. If the SuperUsers cannot
rectify the problem, then;

2. Contact HR Systems Support. HR Systems Support will then make the determination as to
where the ticket needs to be directed.

Users may contact HR Systems Support in one of the following ways:

1. Callin aticket to: (301) 451-1436, or;
2. E-mail HRSystemsSupport@od.nih.gov, or;
3. Initiate a help request within WiTS at http://wits.od.nih.gov
WITS Step-By-Step
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To initiate a Help ticket in WITS:

@ WiTS Action Initiation

“ Name

[T Aelp Desk WarkFlow

[ Initiatiq-saﬁPrDcess

Option 1 Option 2
Click on the name of the 1. Click the check box beside the process.
process. 2. Click on the “Start” button

=

WHTS Ackion Initiation

\E}p Desk wworkflove
itiating Action Process

Name Description

Initiating Ackion Process For Classification, Recruit and Selection For

asw

down menu.

Upon starting the process inn WITS, an Input Sheet will open.
Complete “Section 1” of the Input Sheet to request assistance.
Select the “Submit to HR Systems Support (Help Desk)” option from the response down-

Click the Rubber Stamp CE‘? icon to the right of the response drop-down list. Once you click

the Rubber Stamp icon, the work item will be sent to the HR Systems Support (help desk) for

further action.

Users may monitor the status of their help ticket in the WIiTS and will receive e-mail notification once the
problem has been resolved. Once the ticket has been resolved, an e-mail summarizing the problem and
resolution will be sent to the affected user.

WITS Troubleshooting

Primary Issue

Resolution

Cannot open the Workltem
Handler (Input Sheet).

- Make sure the application is installed on your computer by looking in
Control Panel - Add or Remove Programs. BizFlow should be listed in
this folder. If it isn’t, the application has not been installed on your
computer.

- Make sure user has administrative privileges on their PC. (Call OIT to
check / grant privileges).

- Make sure a pop-up blocker is not enabled at least during the initial
installation of the Plug In (the first time you log into WITS).

- Use either Netscape Navigator or Internet Explorer to open WiTS. (Do
NOT USE Outlook Favorites).

Input Sheet (Work Item Handler)
appears disjointed and | can’t
type in it.

- Make sure the user’s monitor DPI setting is Normal (96). Look in Control
Panel - Display = Settings Tab - Advanced - General Tab. Change if
needed. Setting should either be 100% or Normal.

Keep getting a blank page upon
signing in.

- Make sure user has administrative privileges on their PC. (Contact the
NIH Help Desk at 301.594.6248 or e-mail the “NIH Help Desk” to check /
grant privileges).

- Use either Netscape Navigator or Internet Explorer to open WIiTS. (Do
NOT USE Outlook Favorites).

Can't type / make changes to the
Input Sheet

- Make sure the “Enable Editing of Selected Application” is selected.
- If you are unable to select the “Enable Editing...” button, make sure you
clicked on “Complete” and NOT “View" in the “Details” pop-up window.
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