
 

 

            PeopleAdmin POOL 
    Approval Processes 

 
 
 
 
 

 
 
 

 

 

 

 

 

POSTING APPROVALS 
 

After notification to HR by 

Level 1 of pool opening, HR 

and Level 1 create posting in 
PeopleAdmin.  Level 1 submits 

to Level 2 

Level 2 reviews posting and 

either approves it and sends it 

on to HR for initial review or 

back to Level 1 for changes 

HR approves by “posting”. 

 

REQUEST TO HIRE APPROVALS 

Level 1 receives offline 

approval from Level 2 to 
proceed with the process and 

then notifies HR via email or 

phone  
 

             

HR: 

1.  duplicates posting,  

2.   copies over applicant(s) being 
offered positions , 

3.  inserts Note in active posting of 

date applicants were copied , and 
4.  changes their status to “POOL-

Recommend for Hire” in closed 

posting, 

5.  contacts Level 1 when done 

Level 1 completes Hiring 

Proposal tab in the pool 

posting at status of “POOL-
Closed/Removed From Web” 

then sends to “Submit 

Request to Hire to Level 2”  

Level 2 approves the hire(s) 

by sending pool posting at 
status of “Request to Hire 

Sent to Level 2” to Budget & 

Finance or sends back to 
Level 1 

                    

Budget & Finance verifies 

funding in Hiring Proposal of the 

pool posting with status of 
“POOL-Request to Hire Sent to 

Budget” and sends posting to 

AAO or sends back to Level 2 

AAO approves the hire(s) by 

sending to Level 1 to make 

offer 

REVIEW OF APPLICANTS AND INTERVIEWING 

Level 1 and Guest Users 
meet to determine who to 

interview 

Level 1 will conduct 
interviews (no approvals 

needed) 

Level 1 extends the offer(s) 

and upon verbal acceptance, 

forwards posting to HR 

HR: 

1.  conducts CBC,  

2.  designates the 
“closed/removed from web” 

posting as “filled”. 

Level 1 will change the status 
of interviewed applicants to 

“POOL – Interviewed” 

Note:  The Posting Approvals step only needs to take place the initial time you create your posting. 

Note:  After your initial hire out of the pool, at this step you will review all applicants who have applied  

since the previous hire.   These will be the applicants with the designated status of “POOL – Under Review ”.  


