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Introduction  
The Employee Work Center allows HR Partners to view their pending tasks (new position, hire employee, change 
benefit elections, etc.) via the Archive tab in their Inbox. 

 

Steps  
1. Click your Inbox in the upper right-hand corner of the Employee Work Center screen. 

 
2. Do one of the following: 

a. Click on any one of the items that displays when you click the Inbox, OR 

b. Click the View Inbox link at the bottom of the list. 

3. When your Inbox displays, click the Archive tab, which is now a combination of My Requests (i.e., your 
requests) and any actions/tasks that you have “touched.” 

4. Find the specific item in which you are interested, and click on it once. 

5. If it is completed, it will say Successfully Completed in the Overall Status area. 

 
6. If Overall Status says In Progress, click the Process tab on to review the remaining steps. 

 

 
7. In the Status column, you will see the status of each of the steps, i.e., steps that were/are: 

a. Completed,  

b. Submitted,  

c. Approved, or 

d. Are Awaiting Action. 
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