
 
 

 

PEAK - HR Service Request Training Plan 
Training and job aids have been created to support TeamDynamix(TDX) requests to the HR 
Operations Center and Talent Acquisition Center of Expertise. Anyone responsible for making 
requests can review applicable training material in advance of the transition of service with 
PEAK or as a just-in-time method when needed.  
 
Below is a recommended sequence for reviewing these resources, organized by the type of 
request being submitted: 

Topic How to Resources 

Introduction/Overview Materials (Recommended Training for All) 

PEAK and TDX Tool 
Introduction 

HR Service Request End-to-End Workflow (~6 minute video) 
 
HR TDX Orientation for Requestors and Approvers (~5 min. video) 
 
TDX Ticket Management for Requestors (eLearning) 

PEAK Hiring Process 
Guidelines and 
Overview 

Understanding the Talent Acquisition Process (~10 minute video)  
 
Talent Acquisition Support by Employee Hire Type (Reference)  
 

Detailed Form Specific Materials (Based on Requestor Responsibility) 

End Appointment End an Appointment Overview (~7 minute video) 
 

Post a Position Post a Position (~9 minute video)  

Hire Hire an Employee (~9 minute video)  

Modify Appointment Modify an Appointment Overview (~7 minute video) 
Modify an Appointment: Pay augment (~4 minute video) 
 

Mass Changes Completing a Mass Change Form (~3 minute video) 
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https://hr.umn.edu/HR-Community/HR-PEAK-Training
https://z.umn.edu/R-A1
https://z.umn.edu/R-A2
https://training.umn.edu/courses/29946
https://z.umn.edu/R-A17
https://z.umn.edu/A-7
https://www.youtube.com/watch?v=R6DArHNr1vM
https://z.umn.edu/R-A5
https://z.umn.edu/R-A6
https://www.youtube.com/watch?v=NQ3-79D9lu0
https://mediaspace.umn.edu/media/t/1_057ieskk/358059952
https://mediaspace.umn.edu/media/t/1_gg0ioolh/358059952


 
 

 

Topic How to Resources 

Note: Links to mass change spreadsheets are provided on the 
training site as well as on the TDx form itself. 

Expanded Learning Materials (As needed resources) 

Micro-Learnings 
(Form completion only 
for specific use case) 

End an Appointment  (~3 minute video) 
Modify Appointment: Pay Increase (~3 minute video) 
Modify an Appointment: Pay Augmentation (~4 minute video) 

PEAK and TDX tool 
expanded learning 

How to View a Submitted Service Request & Make Comments on a 
Service Request (Job Aid) 
 
How to Cancel a Service Request (~3 minute video) 

Talent Acquisition 
expanding learning 

Job Offer Letters in Recruiting Solutions for PEAK Units 
(eLearning) How to use Recruiting Solutions for Full cycle 
Recruited Offer Letters. 
 
PEAK-Talent Acquisition Full Cycle for Requestors  (Job Aid)  
 
PEAK Standardized Hiring Guidelines (Hiring Resource) 
 
Talent Acquisition Frequently Asked Questions (FAQs) for 
Requestors (Reference) 
 
Recruiting Solutions Access Changes for unit Recruiters (Reference) 

Reference Materials 

Misc. Job Aids and 
Resources 

Earnings Codes (Reference)  
 
Compensation Reference Sheet - Parameters and Specific 
Guidelines for Processing (Reference)  
 
Form Guidance Spreadsheet (Reference)  
 
Glossary of Terms (Reference)  
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https://mediaspace.umn.edu/media/t/1_bv9qm1jz/358059952
https://login.umn.edu/idp/profile/SAML2/Redirect/SSO?SAMLRequest=fZLLbsIwEEV%2FJfIenJgEGitEoqCqSLQgQrvopjLJAJYSO%2FXYffx9TeiDLsp2POfO3DvOUDR1yyfOHtQaXhygDd6bWiHvHsbEGcW1QIlciQaQ25IXk7sFZ%2F2Qt0ZbXeqanCGXCYEIxkqtSDCfjcnzILkaCVZWYcXEKIwjFsaDeCdiloYgWDTcMpZWozRNhiR4BIOeHBMv5HFEB3OFVijrSyGLe1HUC5NNlPKY8SR5IsHMu5FK2I46WNsip7TWe6n6rlF9qByVVUu9jZ2sgR63ZHQNlTRQWloUSxJMvheeaoWuAVOAeZUlPKwXv5KNRwS2ooQfXecxKnyqoKwshQUSrL7Supaqkmp%2FOajtqQn57Waz6q2WxYbk2TFf3hk3%2Bf%2BzM3rel50OfO8nzGcrXcvyI7jRphH28gLHiqx6u66VWyMUSu%2FFJ1LX%2Bm1qwHsaE2scEJqfRv79Rvkn&RelayState=%2Fmedia%2Ft%2F1_057ieskk%2F358059952
https://z.umn.edu/modifyappointmentpayaugmentation
https://z.umn.edu/finops10
https://z.umn.edu/finops10
https://z.umn.edu/R-A9
https://training.umn.edu/courses/29346
https://z.umn.edu/A-12
https://docs.google.com/document/d/1krQ7J690xtEYZSMPkJUEyfA7zA8yUklbZPsvedtFCfA/edit#heading=h.nzs57985yz0e
https://z.umn.edu/R-A10
https://z.umn.edu/R-A10
https://hr.umn.edu/Recruiting-Solutions-Access-PEAK-Units
https://docs.google.com/spreadsheets/d/1tS6hJecCbN12Uc4U8GDIeLW8pLNlGsqT/edit#gid=524457907
https://z.umn.edu/CompRef
https://z.umn.edu/CompRef
https://docs.google.com/spreadsheets/d/1oVwkh-AI2ywaPnNoCVsc11za4T8sqEMrFTcSCgdAV4g/edit?usp=sharing
https://docs.google.com/document/d/19Lzez7g9UNj3LjUFVngVaog-HoKTIdCyE4k5RDI4yaA/edit
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