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University of Connecticut  

Approving Smart HR Transactions 
Overview Once a Smart HR transaction is submitted by the Department Processor or HR Workforce Solutions, it is routed to 

the Department Approver to be reviewed and approved. Smart HR transactions pending approval will route to 

Department Approvers in the following ways: 

 An email will be sent to the Department Approver notifying of the transaction pending approval 

 The pending transaction will route to the Department Approver’s Worklist via workflow 

 The pending transaction will be available for review and approval on the Manage Transactions page 
 

In each scenario, the Department Approvers will navigate to the Manage Transactions page to review and approve 

Smart HR transactions. After a Smart HR transaction is approved by the Department Approver, it is routed to the 

Payroll Department to finalize the transaction in Job Data. 

 

Department Approvers will use this job aid to learn the steps to approve a Smart HR transaction using three 

methods: 

 Approval via the email notification 

 Approval via the Worklist 

 Approval via the Manage Transactions page 
 

In each example, Jessica King, a Department Processor, has submitted a funding change template to Mary Parker, 

a Department Approver, for Connor Chang, an unclassified employee in the Athletics department. 

 
 
  



UConn/Core CT Job Aid: Approving Smart HR Transactions 

Version 1.0 

 

 

2 

Process Steps: Smart HR Approval through an Email Notification 
Recommended Use: Department Approvers should use this approval method to immediately approve transactions that have been 
routed to them for approval. Each transaction that is submitted for approval will be sent in a separate email, so Department 
Approvers that approve a large quantity of transactions may turn off this feature.   
 

Step Action Screenshot 

1 

Once a Smart HR transaction is 

submitted for approval, the 

Department Approver will 

receive an email notification to 

approve the pending 

transaction. 

 

Click on the URL provided in 

the email to open the Smart HR 

template. 

 

Note: If you are already logged 

in to Core-CT, you will be sent 

directly to the approval page. If 

you are not already logged in 

to Core-CT, you will be directed 

to log in via the NetID Single 

Sign On page. 
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Step Action Screenshot 

2 

On the Manage Transactions 

page, the Department 

Approver can view details 

about the transaction 

including: 

 

 The employee’s Name 

 The Smart HR Template 

 The current Status 

 The Effective Date of the 
transaction 

 Who last updated the 
template by Last Update ID 

 The employee’s Person 
Information  

 

Click Open Template to review 

the new information submitted 

on the template. 

 

3 

On the Manage Hires page, 

review the transactions details 

submitted on the template: 

 Name 

 Status 

 Template 

 Employee ID 

 Employee Record Number 

 Job Effective Date 
 

Click Continue to review the 

funding change template. 

 

Note: This is not a hire 

transaction. The page is called 

Manage Hires for all Smart HR 

transactions. 
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Step Action Screenshot 

4 

Many fields on Smart HR 

templates are read-only and 

cannot be updated. In this 

example, the Department, Job 

Code and Bargaining Unit 

fields are read-only. 

 

On the Smart HR template, 

review the applicable 

information. In this example, 

the Department Processor 

submitted a funding change 

template. Review the updated 

Account Number. 

 

Note: Department Processors 

may leave comments to the 

Department Approvers 

notifying them what data has 

been updated or added. 
 

5 

Scroll to the bottom of the 

template to review additional 

information. 
 

In this example, the 

Department Approver can view 

additional information about 

the new funding account under 

the Payroll Distribution 

section. 
 

An Attachment section is 

available on all Smart HR 

templates. If the Department 

Processor included an 

attachment on the template, 

click Open to view the 

attachment. In this example, 

no documents have been 

attached. 
 

The Department Approver can 

also view who the transaction 

was routed to for approval. 
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Step Action Screenshot 

6 

If the Department Approver has made any updates to the submitted template, 

click Save and Calculate to save the updates. Then click Cancel to return to the 

Manage Transactions page. The Cancel button does not cancel the transaction, 

but instead acts as a “back” button. Do not click the back button in the browser 

to return to the Manage Transactions page. 

 

If the Department Approver has not made any updates to the template and is 

ready to approve, click Cancel.  

 

7 

Back on the Manage 

Transactions page, the 

Department Approver is ready 

to take action on the 

transaction: 

 

 Approve: Click the Approve 
button to approve the Smart 
HR transaction.  

 Deny: Click the Deny button 
to deny the Smart HR 
transaction. Once denied, the 
template cannot be 
reopened. The Department 
Processor will need to submit 
a new template if updates to 
the employee’s data still 
need to be made. 

 

8 

Once the Smart HR template is approved by the 

Department Approver, the transaction status will change 

from Pending to Approved. 

 

The approved transaction is sent to the Payroll Department 

to be finalized in Job Data, and will be effective as of the 

Effective Date denoted in the template.  
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Process Steps: Smart HR Approval through the Worklist 
Recommended Use: Department Approvers should use this approval method if they have multiple Smart HR transactions pending 
their approval. The Worklist is a prioritized list of work items that Approvers need to take action on, and can be access via the Core-
CT home page. Note: The Worklist is unique to each employee and may include more than just Smart HR transactions pending 
approval, depending on the employee’s job responsibilities. 
 

Step Action Screenshot 

1 

Navigate to the Worklist:  

HRMS Worklist from the home 

page. 
 

2 

The Worklist displays all 

transactions pending the 

Department Approver’s 

approval. In this example, the 

Department Approver has four 

transactions pending action. 

 

Click the Link to the applicable 

transaction to open the 

Manage Transactions page. 

 

3 

On the Manage Transactions 

page, the Department 

Approver can view details 

about the transaction 

including: 

 

 The employee’s Name 

 The Smart HR Template 

 The current Status 

 The Effective Date of the 
transaction 

  Who last updated the 
template by Last Update ID 

 The employee’s Person 
Information  

 

Click Open Template to review 

the new information submitted 

on the template. 
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Step Action Screenshot 

4 

On the Manage Hires page, 

review the transactions details 

submitted on the template: 

 Name 

 Status 

 Template 

 Employee ID 

 Employee Record Number 

 Job Effective Date 
 

Click Continue to review the 

funding change template. 

 

Note: This is not a hire 

transaction. The page is called 

Manage Hires for all Smart HR 

transactions. 
 

5 

Many fields on Smart HR 

templates are read-only and 

cannot be updated. In this 

example, the Department, Job 

Code and Bargaining Unit 

fields are read-only. 

 

On the Smart HR template, 

review the applicable 

information. In this example, 

the Department Processor 

submitted a funding change 

template. Review the updated 

Account Number. 

 

Note: Department Processors 

may leave comments to the 

Department Approvers 

notifying them what data has 

been updated or added. 
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Step Action Screenshot 

6 

Scroll to the bottom of the 

template to review additional 

information. 
 

In this example, the 

Department Approver can view 

additional information about 

the new funding account under 

the Payroll Distribution 

section. 
 

An Attachment section is 

available on all Smart HR 

templates. If the Department 

Processor included an 

attachment on the template, 

click Open to view the 

attachment. In this example, 

no documents have been 

attached. 
 

The Department Approver can 

also view who the transaction 

was routed to for approval. 

 

7 

If the Department Approver has made any updates to the submitted template, 

click Save and Calculate to save the updates. Then click Cancel to return to the 

Manage Transactions page. The Cancel button does not cancel the transaction, 

but instead acts as a “back” button. Do not click the back button in the browser 

to return to the Manage Transactions page. 

 

If the Department Approver has not made any updates to the template and is 

ready to approve, click Cancel.  
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Step Action Screenshot 

8 

Back on the Manage 

Transactions page, the 

Department Approver is ready 

to take action on the 

transaction: 

 

 Approve: Click the Approve 
button to approve the Smart 
HR transaction.  

 Deny: Click the Deny button 
to deny the Smart HR 
transaction. Once denied, the 
template cannot be 
reopened. The Department 
Processor will need to submit 
a new template if updates to 
the employee’s data still 
need to be made. 

 

9 

Once the Smart HR template is approved by the 

Department Approver, the transaction status will change 

from Pending to Approved. 

 

The approved transaction is sent to the Payroll Department 

to be finalized in Job Data, and will be effective as of the 

Effective Date denoted in the template.  

10 

When the Department 

Approver nagivates back to the 

Worklist, the status for that 

trasaction will update to 

Transaction Approved. The 

Department Approver can 

continue to click each Link to 

review and approve each 

transaction. 

 

Click Mark Worked to remove 

the approved transaction from 

the Worklist. 
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Process Steps: Smart HR Approval through the Manage Transactions page 
Recommended Use: The Manage Transactions page can be used to view all transactions under a department organization hierarchy 
– not just those pending action from the specific Department Approver. Department Approvers who share the responsibility of 
approving Smart HR transactions with other Department Approvers within their department should use this page to better 
understand all transactions occurring within their department. 
 

Step Action Screenshot 

1 
Navigate to the Manage Transactions page: Main Menu > Core-CT HRMS > Workforce Administration > Smart HR 

Template > Manage Transactions 

2 

The Manage Transactions page 

displays all transactions 

occurring within a department. 

 

To review transactions that are 

pending approval, filter the 

Transaction Status to Action 

Required. Then click Refresh. 

 

Note: Department Approvers 

may need to update the 

Effective Date From and To if 

the effective date of the 

transaction is outside of the 

defaulted dates. 

 

3 

Once the transactions are 

filtered, click on the Name of 

the employee to open the 

Manage Transactions page for 

that specific Smart HR 

transaction. 
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Step Action Screenshot 

4 

On the Manage Transactions 

page, the Department 

Approver can view details 

about the transaction 

including: 

 

 The employee’s Name 

 The Smart HR Template 

 The current Status 

 The Effective Date of the 
transaction 

 Who last updated the 
template by Last Update ID 

 The employee’s Person 
Information  

 

Click Open Template to review 

the new information submitted 

on the template. 

 

5 

On the Manage Hires page, 

review the transactions details 

submitted on the template: 

 Name 

 Status 

 Template 

 Employee ID 

 Employee Record Number 

 Job Effective Date 
 

Click Continue to review the 

funding change template. 

 

Note: This is not a hire 

transaction. The page is called 

Manage Hires for all Smart HR 

transactions. 
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Step Action Screenshot 

6 

Many fields on Smart HR 

templates are read-only and 

cannot be updated. In this 

example, the Department, Job 

Code and Bargaining Unit 

fields are read-only. 

 

On the Smart HR template, 

review the applicable 

information. In this example, 

the Department Processor 

submitted a funding change 

template. Review the updated 

Account Number. 

 

Note: Department Processors 

may leave comments to the 

Department Approvers 

notifying them what data has 

been updated or added. 
 

7 

Scroll to the bottom of the 

template to review additional 

information. 
 

In this example, the 

Department Approver can view 

additional information about 

the new funding account under 

the Payroll Distribution 

section. 
 

An Attachment section is 

available on all Smart HR 

templates. If the Department 

Processor included an 

attachment on the template, 

click Open to view the 

attachment. In this example, 

no documents have been 

attached. 
 

The Department Approver can 

also view who the transaction 

was routed to for approval. 
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Step Action Screenshot 

8 

If the Department Approver has made any updates to the submitted template, 

click Save and Calculate to save the updates. Then click Cancel to return to the 

Manage Transactions page. The Cancel button does not cancel the transaction, 

but instead acts as a “back” button. Do not click the back button in the browser 

to return to the Manage Transactions page. 

 

If the Department Approver has not made any updates to the template and is 

ready to approve, click Cancel.  

 

9 

Back on the Manage 

Transactions page, the 

Department Approver is ready 

to take action on the 

transaction: 

 

 Approve: Click the Approve 
button to approve the Smart 
HR transaction.  

 Deny: Click the Deny button 
to deny the Smart HR 
transaction. Once denied, the 
template cannot be 
reopened. The Department 
Processor will need to submit 
a new template if updates to 
the employee’s data still 
need to be made.  

 

10 

Once the Smart HR template is approved by the 

Department Approver, the transaction status will change 

from Pending to Approved.  

 

The approved transaction is sent to the Payroll Department 

to be finalized in Job Data, and will be effective as of the 

Effective Date denoted in the template.  

11 

Back on the Manage 

Transactions page, the 

transaction will continue to 

remain in Action Required 

status until the Payroll 

Department pushes it to Job 

Data. Once in Job, the status 

will update to Completed. 
 

 


