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Approving a Job Opening -Authorizer

Summary:

-The Data Coordinator has created and submitted the job opening

-The Authorizer reviews the job opening and either denies or approves it.
Step 1 - The Authorizer receives an e-

mail indicating job opening 00XXX

needs approval

From: hrishelpi@narthwestern edu
To: a-pall@nothwestarm.edu

-C||Ck the ||nk inside the body Of the e- Subject: Approval is Requested for Job Opening (567861) Supwr Animal Care & Health
mall to gO to the HRIS Self SerVice |Og in A Job Opening has been entered which requires your attention
page. Job Opening ID: EE7861

Pasting Title: Supvr Anirmal Care & Health

Ta view this Job Opening, visit:

https:/istatler.itcs. notthwestem. edufpep/hrasdevd/EMPLOY EE/HRMS/c/HRE_HRPM.HRS _JOE_OPENING. GELPAction=U&HRS _JOB_OPEMING
10=56/561

(See Page A) Page A

Step 2 - When the link is clicked, the
HRIS Self Service login page appears.

-Enter your Net ID

-Enter your Password Pe{)pleSOft

-Click the Sign In button when both Net
Id and password are entered.

User ID: | APA1 26
Password: I*“““““"*

See Page B
( 9B) Page B
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Step 3 - When the Sign In button is
clicked, the HRIS Self Service page
appears.

- To view the job opening, click Worklist | [.- .
title on the Menu and then click the )
Worklist link or click the Worklist link at i Lty FENTBITES

o [ Self Service
the top right corner of the page. ing

= Warklist Details
— Mavigataor

See Page C
( g C) Page C

Step 4 - When the worklist link is
clicked, the Worklist page appears.

-Click the appropriate job opening link WarKlst for ACPG78: Alex Pall

\Work List Filters: | =l
| R First (1 1.2 of 2 [F] Last

Detail View

From Date From |Work tem ‘Worked By Activity Priority Link
Jan Smith 031972006 Approval Routing Approval Workflow I 'l %‘&nmq SrooelE rpeno bl

lﬁ JohOpening, HRS JOB OPEMING |D 567886

Billvweiss 0372002006 Approval Routing Approval Waorlkflow 3115

(See Page D) Page D
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Step 5 - When the Job Opening link is

clicked, the Job Information page Job Opening
appears. Posting Title: Supur Animal Care & Health Job Opening ID: 567326
Job Opening Status: 006 Pending Approval Job Type: Standard

-To view the position description, click

w e : Joh Title: Supwr Animal Care & Health Job Code: 100364
the Position Description link. Position Number: 00036874 Supwr Animal Care & Health
. . . i Business Unit: FALINGY Morthwwestern Business Linit
-To view funding, click the Fundin Department: 798500 Ctr for Comparative Medicine
Information link.
m Frevious Job Opening |Mext Job Opening |Eeturn to
-To view the job opening, click on the Previous Page
following links:
Manage Applicants | | Activity & Attachments | Job Opening Details
e  Authorization-shows who is the
recrmt_er, hiring manager, ) Position Description  Funding Information Job Information  Authorization Job Posting
authorizer, and resume receiver Approvals
for the JOb opening. Opening Information
e Job Posting-shows the posting ] o
title and JOb description, if ajob Joh Opening Type: Standard Reguisition
description has been previously Created By: 1040852  Bill Weiss
created, that will post on the Date Opened: 04i06/2006
website. Openings to Fill: Limited
] . . Estahlishment ID o1 MHorthwestern University
-To approve the job opening, click the Business Unit
Approvals link. usiness Unit: FLIR
Position Number: Q0o3eavT4a Supwr Animal Care & Health
Note: The Authorizer can no longer make Job Code: 100364 Supyr Animal Care & Health
changes to the position description, ‘| Establishment ID ]} Mo hwesterm University
funding information and the job opening
pages.
(See Page E) Page E
Step 6 - When the approval link is Job Opening
clicked, the Approvals page appears. o openng Stotus: 00 enmg s o s
Job Title: Supyr Animal Gare & Health Job Code: 100364
) R Pasition Number: 00036874 SupyrAnimal Care & Health
-To add comments to the JOb opening Business Unit: NWUNY Northwestern Business Unit
. Department: 796500 Ctrfor Comparative Medicing
enter the comment in the Comments text
- - & save revinus.Job Opening |Mext Job Opening [Return to
box and click the Save link. o s —— o S
Manage Applicants | | Activity & Attachments | Joh Opening Details
'CIICk the App rove bUtton to approve the Position Description  Funding Information  Job Information  Authorization Job Posting
jOb Opening Job Approvals —
Authorizer/Recruiter Approval
-Click the Deny button to deny the job = JobOpening:Pending
- AuthorizerRecruiter Approval
opening. Not Routed
Approve Deny
Note: Clicking the Deny button will close commerts: AR S € BRI D 94 2 e j
the job opening.
Manage Applicants | | Activity & Attachments | Job Opening Details
NOte:_ If addlng Comments to the JOb Position Description  Funding Information .Job Information  Authorization Job Posting
opening, add the comment before —
approving or denying the jOb Opening [=EE Previous Job Opening |MNextJoh Opening |Retum to
Previous Page
See Page F
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(See Page F)

Step 7 - When the approve button is
clicked, the Authorizers’ approval box
changes from Pending to Approved.

-The Authorizers’ name appears in the
box along with the date and time the
approval happened.

-The Recruiters’ approval box changes

from Not Routed to Pending and an email
is sent to the Recruiter.
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Job Opening

Posting Title: Supvr Animal Care & Health Job Opening ID: 567286
Job Opening Status: 006 Pending Approval Job Type: Standard
Job Title: Supvr Animal Care & Health Job Code: 100364
Position Number: Q0036874 Supyr Animal Care & Health

Business Unit: MWLINY Norhwestern Business Unit

Department: JH6500 Ctrfor Comparative Medicine

Save  Previous Job Opening |MextJob Opening |Eeturnio
Previous Page

Manage Applicants | | Activity & Attachments | Job Opening Details

Position Description  Funding Information Job Information Authorization Job Posting
Approvals

Job Approvals

Authorizer/Recruiter Approval

= JobOpening:FPending CEview Comments
AuthorizerRecruiter Approval

Alex Pall > Multiple Approvers
¢ MY Suthorizer @ MY Recruiter -E

2U52006 - 11:22 AM

= Approval Comment History

AJPOTO at 4/16/2006 - 10:40 AM
Change the job opening to route all resumes

Comments: Change the job opening to route all resumes

Esave  Previous Job Opening |Mext Jab Opening |Return to
Previous Page

| | Activity & Attachments | Job Opening Details

Position Description  Funding Information Joh Information Authorization Job Posting
Approvals

See Page G
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