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Approvals

There are two ways to approve change manager requests, either via email notifications or from within ICIS HRMS.  

Approval via email notification
As an approver the change manager request will be routed to you via email.
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Please review the request and select the appropriate action, Approve, Reject or Request Information
This will automatically generate an email which you must SEND to complete your response
If required you can enter a comment between the quotes in the email.  Please do not amend the email further.
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Click the send button on the email.
Your response has been sent.

Approval via ICIS workflow

Log into ICIS HRMS.  
All requests for approval will appear in the Worklist area on the right hand side
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Select the relevant notification.
Please review the request.
If required you can enter a comment in the response field.

Select the appropriate action, Approve, Reject or Request Information

Your response is completed and the item is removed from your worklist.
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Thu 26/04/2016 1334
DO NOT REPLY - ICISPRD Workflow Mailer <wf_icisprd@imperial.ac.uk>
Action Required: IC Change Manager for Ly, Loong (proposed by Tubbritt, Natasha) for

To Mesiey, Laua

1 thereare problems with how this message s displyed,cick hretoview i n 3 web browser

[
10 35671038

Effective Date 28-Apr-2016
Employee Name Ly, Mr Phinas (Loong)

Orgarization Email Adress ~ Lly@imperial.ac.
Job Job Migration.1

© ndictes Chnged Ber

Employee Number 895969

Organization  PEPSI-Palicy, Systems & Information

Manager Tubbritt, Miss Natasha Mary

Worker Name Current Manager Name Proposed Manager Name Effective Transfer Date
Wr Phinas (Loong) Tubbritt, Miss Natasha Man harleson, Ms Sophie lice © 28-Apr-2016

Sequence Name action Date Notes

L Tubbiit, Natasha bt B6-Ap1-2016 12:31:52

2 alley, Lara ending

Retun Fo corrction

Flesse click on one of the following choices t automatically generate an E-mail response. Before sending the E-mail response 1o close this notfication, ensure ail response prompts incluke 3 desired response value within quotes.

action: Approve Reject Request Information
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bction: approve’

Comments From Last Approver
Note: "

NID[3567L038/2885225843251439130289 78060 720951106 21 T@WFMAIL]

©) WFIGISPRD Acton Requireds IC Change Manager for Ly, Loong (proposed by Tubbrit, Natash) for





image3.png
MainMenu A

Personalize

B1c ap, standard

I 1C FIN FINANCE GENERAL ENQUIRIES,
Standard

CJ1C GRANTS FINANCE VIEW.

I 1c HRms Al cwk

I 1C HRMS Bursary User

3¢ HRYS Contingent Workers

I 1¢ HRMS Costing Update

CI1¢ HRMS Costing View

CI1¢ HRMS Equaities Data User

CI1C HRMS HR Senior Management
I 1¢ HRMS Recrutment Department
CI1C HRMS Recrutment HR

CI1C HRMS Recrutment HR Superuser
I 1¢ HRMS Manager (View Only

CI1C HRMS Personnel Dept Update

I 1C HRMS Personnel Enguiry 1

I 1C HRMS Personnel Enquiry 2

3 1c HRYS personnel General Users v
B3 rMS parsnnal Genaral tissre-nnr

IWorklt

From [Type|Subject

Butler, Bridget MR _IC Change Manager for Flannagan, Mid
Butler, Bridget HR _IC Change Manager for Rock, Chris

Butter, Bridget HR _IC Change Manager for Gervais, Rup (proj
Tubbitt, Natasha HR _IC Change Manager for Jones, Jolyon Alexander
Butter, Bridget MR _ IC Change Manager for Wax, Rup (proy

Butler, Bridget HR _ IC Change Manager for Mclnfyre, Rupert (proj
Butler, Bridget HR _IC Change Manager for Gervais, Rup (proj
Butler, Bridget HR _IC Change Manager for King, Lizzie

Butler, Bridget HR _IC Change Manager for Gervais, Rup (proj
Butler, Bridget HR _IC Change Manager for Baron Cohen, Sacha (pro;
Butler, Bridget HR _IC Change Manager for Mclnfyre, Rupert (proj
Butter, Bridget HR _ IC Change Manager for Mclnfyre, Rupert (pro;

Butler, Bridget) for
Butler, Bridget) for
Butler, Bridget) for
Tubbit
Butler, Bridget) for
Butler, Bridget) for
Butler, Bridget) for
Butler, Bridget) for
Butler, Bridget) for

Butler, Bridget) for
Butler, Bridget) for

‘Tubbritt, Natasha HR IC Change Manager for Meades, Richard (pro; Tubbitt, Natasha) for
‘Tubbritt, Natasha HR _IC Change Manager for Mapelli, Paola Tubbit, Natasha) for
‘Tubbritt, Natasha HR _IC Change Manager for Bames, Chris Tubbrit, Natasha) for
‘Tubbritt, Natasha HR IC Change Manager for Shaikh, Nooreen Tubbritt, Natasha) for
‘Tubbritt, Natasha HR IC Change Manager for Brickute, Diana Tubbrit, Natasha) for
‘Tubbritt, Natasha HR _IC Change Manager for Dai, Ranran Tubbit, Natasha) for
‘Tubbritt, Natasha HR _IC Change Manager for Kerrigan, Alish (proy Tubbrit, Natasha) for

“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

Butler, Bridget) for

Full List (19)

st~ pue

27-Apr-2016 27-Apr-2017
27-Apr-2016 27-Apr-2017
27-Apr-2016 27-Apr-2017

Natasha) for 27-Apr-2016 27-Apr-2017)

27-Apr-2016 27-Apr-2017
27-Apr-2016 27-Apr-2017
27-Apr-2016 27-Apr-2017
26-Apr-2016 26-Apr-2017
26-Apr-2016 26-Apr-2017
26-Apr-2016 26-Apr-2017
25-Apr-2016.25-Apr-2017
24-Apr-2016 24-Apr-2017
18-Apr-2016 18-Apr-2017.
16-Apr-2016 15-Apr-2017.
15-Apr-2016 15-Apr-2017.
15-Apr-2016 15-Apr-2017.
15-Apr-2016 15-Apr-2017.
15-Apr-2016 15-Apr-2017.
15-Apr-2016 15-Apr-2017.




