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What is the DHR Approval Function? 

In Fiscal Year 2006, there will be some items that will require authorization form the 
Division of Human Resources (DHR), before the item can be approved by the ROC.   
Qualifying T.O. transactions will be: 

• Hold Harmless items where the removal reason is ‘Excess – Involuntary’ and the 
person is not the least senior. 

• Hold Harmless items where the removal reason is Pending Reassignment where 
the person is Not on the Pending Reassignment file. 

 
Who will have access to the DHR approval screen? 

• Authorized DHR users will have access to the DHR Authorization Screen. 

• ROC Directors but not ROC users at large.  
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How do I access the DHR approval screen? 

The DHR user will use the myGalaxy logon screen and go to a Application Dropdown 
Box, selecting DHR Approval 

 
 
The new DHR Authorization screen will display. The screen can be used to view item 
details and the icons are used to either approve or disapprove a submission.  The list 
will be sorted by non-approved items first then approved items. The user can filter the 
list by school or show all submissions across locations.   

Dropdown to 
DHR approval 
screen 



  DHR Approval Screen 

Publish Date: May 2, 2005  4 

  
 
Clicking the check mark will bring the user to the DHR approval pop-up window.  Enter 
an approval reason and select ‘Save’.  Galaxy will automatically update the data on the 
Line item Approvals Screen allowing the ROC will see in Galaxy 2000 that the record 
was approved by DHR. 

 
 
Clicking the ‘X’ mark will bring the user to the DHR Disapprove pop-up window.  Once a 
disapproved reason is given and saved, the item will be removed from the DHR 
Authorization list and the Line Item Approval Screen. 
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Please note: When a ROC Director Approves or Disapproves an item in the DHR 
Authorization screen, the DHR Override flag will be checked. 

 

Please note: When an item is DHR approved you cannot go back and disapprove 
the item. It will now be up to the ROC to either reject or disapprove the item. 

 

Please note: When items are disapproved, the T.O. will return to the state it was 
before the item was created/removed.  For example: There is a status 1 (Green) item 
in Removals that is awaiting DHR approval.  Once disapproved, the ‘Disapproved by 
District’ pop up will appear on the T.O. prompting the user to place the item back in 
status 5 (Black).   
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I am a ROC user, how do I process a line item when it 

requires DHR approval? 

Enhancements to myGalaxy and Galaxy 2000 will make it easy to track line items that 
require authorizations.  DHR and ROC users will interactively use these systems to 
efficiently process line items. 
The ROC user will be able to see that this items that require DHR approval in the Line 
Item Approvals Screen in Galaxy 2000.  The new column named ‘Awaiting Action’ will 
show that an item is awaiting DHR approval when the column is highlighted in Orange.   

 
 
 

Please note: If the item requires both DHR and ROC approval, the “Awaiting 
Action” action box will be highlighted in Yellow. 

 
 
 
 
 
Once the DHR user approves the item the icon will appear like this: 
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The lock indicates that DHR has approved the item.  An approved item will have a 
reason identified by DHR.  The ROC user will be able to fund this item with ASA funds.  
 
If DHR disapproves the item, it will be removed from the Line Item Approvals Screen 
and the Disapproval pop-up will appear on the school’s T.O.  

 
 

Please note: Review the manual entitled Hold Harmless Enhancements for more 
information on this new function. 

 
 
 


