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Cherwell: External User Guide

Description

This guide is designed for campus business partners and UCCS employees to access and utilize the Cherwell
Web Client to include; accessing the portal, navigating the portal, attaching documents, abandoning a ticket,
and adding comments to an existing ticket. If you are inclined to provide feedback or find any errors, please
contact Francesca Scott, HR Generalist by sending an email to hrhelp@uccs.edu or call x3372.
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ACCESSING THE CHERWELL PORTAL

1. Navigate to the Human Resources website (www.uccs.edu/hr) and click on the Get Help button
2. Then navigate to the button at the bottom right that says “Cherwell — Click here to create a new ticket or

modify an existing ticket”

Human Resources

ﬂ New Employees Employee Relations Payroll - HCM Ops Talent Acquisition HR Events Calendar Contact Us Forms & Template.: [Kel=i@z[1sl8

Home Get Help!

Get Help!

We Are Here to Help!
gy W‘zw o

FAQs Cherwell

Click here to view our frequently asked questions Click here to create a new ticket or modify an existing ticket

3. Login to Cherwell. You can either click the Login button at the top of the page or you can click on
whichever ticket type you want to submit. Both will prompt you to login using your UCCS credentials.

Login

Enter your UCCS Username and Password

Log in with your Cherwell account

USERID

I fscott]

PASSWORD

Use Windows Login
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Creating a Ticket

1. Once you locate the type of ticket you are looking for, click on the ticket type and an HR Case will open.
Enter the required information, indicated by a red box. If you are unsure of any information, please
mark with zeros or “unknown” to continue.

LGN My ltems

I Save @ Abandon £ X [l Lookup oy K ¢ Record1af1 < <} B

Administration - HR Case ID : 12127

Submit
Details Required to Complete the Request

Submit Documentation for Employee’s File

Please attach your document/s here and fill out the rest of the form:  attach Document/s

First Name: [ |

Last Name: [ |

Employee ID: [ |

Document/s attached

Is this the final copy for an employee’s file? () Yes (1 No

Additional Details:

Attaching Documents

Attach any documents using the paperclip on the top toolbar, then “Attach a file”

Il Save @ Abandon LT

W save & Abandon &7 X [l Lockup
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2. This box will then open, enter your name, the name of the document (in description) and click the green
plus sign button. This will open a browse box for you to locate the file on your computer. Once you have
located the proper document, click save. You can upload multiple documents by repeating these steps.

Import File

Name: |Francesca Scott |

Description: |Letter of Offer |

File Name: [LOC University Statf New Fire 2014 @

Submitting the Ticket

After your information is filled out and your attachments are attached (if necessary), click the submit button
at the top left side of the HR Case.

W Seve @ Abandon 4 x | Oy K & Record1of1 & i

Administration - HR Case ID : 12108

Submit

Details Required to Complete the Request

Information Request

Please fill out the following information and we will see to your request

Please Indicate
Documents Needed.

Employee File ‘

FrstNome:
LostNoms.

Justification
for Request: Meeding documents for department file

Abandoning the Ticket
You can abandon the ticket by clicking on the Recycle bin icon, if you choose to not submit.

PO K= &+ Record 1 of 1 < Lol

Administration - HR Case ID : 12127
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After Submission

After submitting your HR Case, this screen will appear. In this screen you will have the opportunity to add:
1. additional details

2. comment to the owner

3. edit your ticket

4, attach another document.

If you have multiple cases open you are able to scroll through using the green arrows. All the above
options are highlighted below.

3 @ & Record 1af 1

Your HR. Case will be assianed shortly.

Owner: Unassianed

4
Team| HR Administration

As soon as your ticket has been assigned to an HR representative, you will see a name appear under
“Owner”. This is who will be communicating with you and resolving your request.

FINDING PREVIOUS OR EXISTING TICKETS

1. You can return to the main page in Cherwell at any time by clicking the Home link at the top of the
page. This will always be in the same place no matter what page you are on within Cherwell. (Refer to
red circle below)

2. By selecting “See My ltems”, at the top of the page next to “Home”, you will be directed to a list of all
your HR cases. This is how you will view your open and closed tickets.
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3. You can click on a case ID to see information regarding the case. All your information is stored in
Cherwell and you are given a short description of the subject. Making these subjects informative will be

key i.e. Letter of Offer — Scott.

Home

My Open Human Resources Tickets

Below you will find a listing of all your open and y closed Human Resources Case tickets.

You can view, edit, comment on and reopen a Y ¢

Open HR Case Tickets

‘ | HR Case ID Y| Status Yl Short Description

Y | Created Date Time

Recently Closed HR Case Tickets

‘ | HR Case ID Y

Status Y

O 1063 Closed Receipt from Name Badges
1798 Closed ‘ ‘

Short Description

1799 Closed

FOLLOW-UP QUESTIONS

Yl Created Date Time
1/3/2018 231 PM
2/15/2018 10:18 AM
2/15/2018 10:30 AM

After a ticket is submitted, the employee or HR can follow-up with comments, progress information, or

guestions regarding the ticket.

Employee Follow-up

1. There are two ways an employee can follow-up; comment, ask questions or simply inquire the status.
First being a reply to the case creation email. Below you will see and example of the email, if you simply
reply to that email, it will alert HR and we can respond appropriately.
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REp\yAH CiForward TEIM
Fri 2/8/2019 9:03 AM
CH  Cherwell Help

O New Cherwell Request # 504724 Received
To  © Francesca Scott

Francesca,

Thank you for contacting the UCCS Cherwell Admins; we have received your email and creafgd request # 504724 tgkeep track of it.

You will receive additional emails regarding the status of your request. Please respond to this email if you would like to provide any additional information or feedback.

Summary of Request:

2. The other way you can follow-up is by locating your ticket in My Items your portal, then once you locate
the ticket, you can click add comment.

Human Resources Portal

ififi
I

St o g g X | MY K & Record 1of1 &

Administration - HR Case ID: 12108

Your HR. Case will be assianed shortly.

Short Description: @ H Owner: Unassianed

HR Information Request Inquiry |

Te : HR Administrati
Additional Details: eam: ministration
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HR Follow-up

If HR sends a follow-up email, it will appear in your email inbox and the email will look like the following
image.

]
HR Case 14226
‘Regarding your HE Case 14226 |, Togged on 1/14/2019 7-48 PM. we have the following question or |
DB, e
ckl
Please reply to this email or go into your case and add the job description for the requested
Ipositi{:m.
Thanks,
Franki
‘Please do not hesitate to contact UCCS Human Resources if you have any questions, or use our |
H H W

Resolution Email

After Human Resources has resolved your open tick, you will receive a resolution email that looks like the
following image. Typically, the HR office trys to bold our resolution response.

Subject: |HH Casze 14227 has been resolved

HR Case 14227

:We are pleased to inform you that your HR Case 14227 has been resolved. If you believe this is in
terror, please reply to this email or contact UCCS Human Resources to reopen it. Otherwise, your :
I iticket will be closed automatically in 3 business days. ;

éResqution:
éFranki,

éY{)ur requisition number is 50546, please go into CU Careers and format the posting.

|5

EThank you,
gCindy

v
¥ Attach to current HR Case history
| ¥ Attach to recipients Send || Cancel | T
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Re-opening a Ticket

If you do not believe that the ticket is not quite resolved or you have more questions, simply reply to the
resolution email and it will re-open your case and HR will respond accordingly.

3_ Reply All £33 Forward GCIM

Thu 2/14/2019 11:57 AM

CH  Cherwell Help

Your request # 504724 has been resolved
To @ Francesca Scott

Hi Francesca,
We have resolved your request #504724. If it has not been resolved, please reply to this e-mail and we will continue to address the issue.

Resolution: Additional Pay/Preapproval subcategories and form changed.
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