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POSTING APPROVALS

PeopleAdmin Approval Processes

Level 1 creates posting and
submits to Level 2

Level 3 reviews and approves
by sending to HR or sends
back to Level 2 if changes

need to be made

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 reviews posting and either
approves it and sends on to
Budget and Finance or sends
back to Level 2 for changes

AV4

AAO reviews and approves by
sending it to Level 3 (if
necessary) or HR for final

approval. Send back to Level

2 if changes need to be made.

Budget and Finance reviews
posting to verify funding and
approves by sending on to AAO
or sends it back to Level 2 for
modifications
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HR approves by “posting” or
sends back to Level 2 if
changes need to be made.

Level 1 assigns access to
Guest Users to allow S&S
Committee to view
applicants

Level 1 and Guest Users
meet to determine who to
recommend for interviews

Level 1 sends
acknowledgement letters
to applicants

Level 1 sends request to
Level 2 for approval to
interview

Level 2 reviews applicants and
either approves to interview by
sending to AAO or sending
back to Level 1 if not approved

AAO reviews applicant pool
and either approves to interview
or sends back to Level 2 if not
approved.

Level 1 sends request to
Level 2 asking for approval
to hire

HR conducts CBC, drafts and
sends contract to new
employee and notifies the dean
and department when the CBC
has been cleared and contract
has been returned

Level 2 approves the
recommendation from Level 1
by sending to AAO

AAO approves the
recommendation from Level 2 by
sending to Level 3 (if necessary) or
back to Level 2 for verbal offer
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Level 2 offers the position and
upon verbal acceptance,
completes the Hiring Proposal
form on PeopleAdmin

Level 3 approves the hire by
sending to Level 2for verbal offer




