Budget and Finance

Review and Approval of Posting Funding Information in PeopleAdmin  

1) Log in to PeopleAdmin.
2) Click on PENDING POSTINGS in the menu on the left side of the screen. 

3) Review and verify funding information in the “view” status as well as indicate whether or not posting needs to be sent to Level 3 for approval.
4) If the funding information is incorrect, click on Edit and make necessary changes to that information, insert a comment in the Comments tab to indicate what was changed,  and submit back to Level 2.  
5) If there are no changes to the funding information, send to Affirmative Action.
Level 2

Review and Approval of Posting in PeopleAdmin 
1) Log in to PeopleAdmin.
2) Click on PENDING POSTINGS in the menu on the left side of the screen. 
3) Review the posting as well as the attached documents. 
4) If modifications need to be made, click on Edit, make changes and/or add Comments as necessary and submit back to Level 1. 
5)  If there are no modifications to be made, submit posting to Human Resources for initial review and approval.
Approval of Applicant Pool
1) Log in to PeopleAdmin.
2) In the ACTIVE POSTINGS screen, view the applicants sent on by Level 1 as Tier 1.  They will be labeled as “Applicant Pool Sent to Level 2” in the last column of the screen.  
3) Click on “view” in the first column, which will take you to the Active Applicants screen where you can view the applications and supporting documents.  

4) Click through the remaining tabs on the Active Applicants screen.  When you make it to the last tab, Notes/History, scroll to the bottom and click on “Continue to Next Page”.
5) If modifications need to be made, add comments to the Comments tab and send back to Level 1. 

6) If there are no recommended modifications, send the Tier 1 applicant pool to Affirmative Action for review and approval.  

Approval to Hire
1) Log in to PeopleAdmin.
2) In the ACTIVE POSTINGS screen, view the “active” applicants.  
3) If in agreement with the applicant Level 1 has designated with the status of “recommend for hire”, tab through all remaining screens until you get to the Notes/History tab.  At the bottom of that page, you will click on “Continue to Next Page’ to submit request to hire to Affirmative Action.  
Completion of Hiring Proposal
1) Once Level 2 has received the approval to hire from Affirmative Action or Level 3 (when necessary) and the verbal offer has been accepted Level 2 completes the Hiring Proposal and forwards on to Human Resources.
Level 3

Review and Approval of Posting in PeopleAdmin 
1) Log in to People Admin.

2) Click on PENDING POSTINGS on the left side of the screen.  
3) You will then click on “view”.  

4) In the event changes need to be made to the posting, you may send it back to Level 2 with comments in the Comments tab pertaining to your change recommendations.
5) If no changes are recommended, you may send to Human Resources for final approval .  
Approval to Hire 
1) Log in to PeopleAdmin.
2) In the ACTIVE POSTINGS screen, view the “active” applicants.  

3) If in agreement with the applicant Level 1 has designated with the status of “recommend for hire”, tab through all remaining screens until you get to the Notes/History tab.  At the bottom of that page, you will click on “Continue to Next Page’ to submit request to hire to Level 2 for verbal offer.  
Affirmative Action

Review and Approval of Posting in PeopleAdmin
1) Log in to PeopleAdmin.

2) Click on PENDING POSTINGS in the menu on the left side of the screen. 
3) Click on “View” to view the posting.  
4) Click on “Edit”  to review the advertising sources on the Posting Details tab.
5) Click on the Documents tab to review attached documents to the posting, which will include the position advertisement, selection criteria, etc.
6) If modifications need to be made indicate what those changes are in the Comments tab and send back to Level 2.

7) If no modifications are recommended you may send to Level 3 (if necessary, and as indicated in the Posting Details tab) or to Human Resources for final approval..

Approval of Applicant Pool

1) Log in to PeopleAdmin.

2) In the ACTIVE POSTINGS screen, view the applicants labeled as “Applicant Pool Sent to Affirmative Action” in the last column of the screen.  
3) Click on “view” in the first column, which will take you to the Active Applicants screen where you can view the applications and supporting documents.  
4) Click in the “inactive applicants” box and then click on “refresh” to view the inactive applicants if you so choose.
5) Click through the remaining tabs on the Active Applicants screen.  When you make it to the last tab, Notes/History, scroll to the bottom and click on “Continue to Next Page”.
6) Send the Tier 1 applicant pool back to Level 2 if modifications need to be made, indicating recommended changes in the Comments tab, OR select “applicant pool approved”.  

Approval to Hire 

1) Log in to PeopleAdmin.
2) In the ACTIVE POSTINGS screen, view the “active” applicants.  

3) If in agreement with the applicant Level 1 has designated with the status of “recommend for hire”, tab through all remaining screens until you get to the Notes/History tab.  At the bottom of that page, you will click on “Continue to Next Page’ to submit request to hire to Level 3 (if necessary) or to Level 2 to Make Offer.

