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Human Resources 

Introduction 

It’s important to be able to identify the status of a single or multiple AppoINT eForms in the approvals 
workflow. You can do this yourself by following the guide below. 

Procedure 

View a submitted HR eForm 

1. In an Internet browser, open the HCM worklist: https://hcm.adelaide.edu.au/ 

2. Sign in using your usual University employee ID and password.  

3. Select Main Menu >HR eForms>HR eForms Homepage 
 

 

4. Select View a HR eForm, enter either the eForm ID or Empl ID and click Search. 
 

  

5. You’ll then be able to view the submitted eForm.  
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Viewing the workflow status (Process Visualiser) 

1. Scroll down to the bottom of the eForm and click Next.  
 

 

2. You can now see the status of the eForm on the Process Visualiser. In this example, it’s sitting with 
the Employee for action. 
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3. Refer to this table to confirm the status of the workflow. 
 

 

Contact Us 

For further support or questions, please contact the Service Centre on +61 8 8313 1111 or hrservicecentre@adelaide.edu.au  
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