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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 
 
-Click the link inside the body of the e-
mail to go to the HRIS Self Service log in 
page. 
 
 
 
 
 
 
 
 (See Page A) 
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Step 2 - When the link is clicked, the 
HRIS Self Service login page appears. 
 
-Enter your Net ID 
-Enter your Password 
 
-Click the Sign In button when both Net 
Id and password are entered. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See 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 
the top right corner of the page. 
 
 
 
 
 
 
 
(See Page C) 
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Step 4 - When the worklist link is 
clicked, the Worklist page appears. 
 
-Click the appropriate job opening link 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page D) 
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Step 5 - When the Job Opening link is 
clicked, the Job Information page 
appears. 
 
-To view the position description, click 
the Position Description link. 
 
-To view funding, click the Funding 
Information link. 
 
-To view the job opening, click on the 
following links: 
 

• Authorization-shows who is the 
recruiter, hiring manager, 
authorizer, and resume receiver 
for the job opening. 

• Job Posting-shows the posting 
title and job description, if a job 
description has been previously 
created, that will post on the 
website. 

 
-To approve the job opening, click the 
Approvals link. 
 
Note: The Authorizer can no longer make 
changes to the position description, 
funding information and the job opening 
pages. 
 
(See Page E) 
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Step 6 - When the approval link is 
clicked, the Approvals page appears. 
 
-To add comments to the job opening 
enter the comment in the Comments text 
box and click the Save link. 
 
-Click the Approve button to approve the 
job opening. 
 
-Click the Deny button to deny the job 
opening.   
 
 
 
Note:  Clicking the Deny button will close 
the job opening. 
 
Note: If adding comments to the job 
opening, add the comment before 
approving or denying the job opening. 
 
 

                        
 
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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