HUMAN RESOURCES

The University of Alabama at Birmingham

Auto ACT Document — Failed

Auto ACT documents are processed for University Campus 01 and 03 status new hires and rehires processed via
Taleo ATS. If an Auto ACT document fails, the hiring department is responsible for ensuring the ACT document is
completed and manually submitted.

IF AN AUTO ACT DOCUMENT FAILS:

o1

» 2.

»3.

The department
contacts will be notified
in two ways:

a. Email Notification
(PAR/CRF submitter and
Level 1 WAM Approver)

b. Personal Oracle
Worklist (Level 1 WAM
Approver)

The PAR/CRF submitter

(person who submits

the PAR/CRF request)

receives an email
notification to their uab.
edu accountand Level

1 WAM Approvers for

Hire type documents

receivean email

notification and FYI
notification in their

Oracle personal worklist.

Upon review of the

document reason

for failure, the hiring

department should

make the necessary
changes in Oracle and
submit for further review
and approval.

A. Sample Auto-ACT Fail Email Notification

| Auto Creation of ACT Document for Rehire - Doe, Jane - Tailed

Dototiephy@uatedy
o Crare, Sanere Ware Ciorer, Binee B Danks, loseptine lacanoe; |lurter, Qocas £ ISR WRIS_OF

‘L.._.| -

F¥1, bhie toliodng recond was nat abls fe be asmifhad to ACT. The syemem will sdorabically affempt o re-salvall whe ACT Sncamesal fresaimse.

===E The PAR requestor ar Hidng Marager shouid amall the corrsct inbormation for the sreor lsed beioe t pabinbnSaah s, Thils Invsranaiicn musdt be mnalizd by Spm. ===

Heguestor Bame: Hurter, Uscar & Jr.
bmployee Name: Doy, lans

arg: 114400000 Ernployment

Juin LOSUSMLIRM Spetinlol

Hire Date: 017142023

The decument cauld rot be submated for the fallawing reazons):
= Braitlan raimbss rert Pl oF 1 end dabed and no redueshed sifectie dafe bo geaerate positioe siing,

Plzase do not reply ta this massage, For UBTEONS B EoNEErrs Jbout This massage please fontact Labiabaiuas. siu

B. Sample Auto-ACT Fail Oracle Worklist Notification

Action Required: Auto Submiszion of ACT Document for New Hire - Johnson, Jane = Failed to Submit

Below are common reasons that the Auto ACT fails:

- Date of birth given does not match value in Oracle

« Assignment Form data error

« The following information is missing from the document (the document cannot be submitted until all
required information has been entered): 19 STATUS — PERSON FORM, EMPLOYMENT TAB VISA TYPE —
PERSON FORM, EMPLOYMENT TAB

« LD Form — Invalid GL string

Note: Some Auto ACT documents fail due to information entered in the PAR/CRF or information entered
incorrectly by the candidate in Taleo post contingent offer (e.g., DOB or SSN).



