Recruiting Solutions - Approve a Job Offer

Approvers will be notified via email that a job offer is awaiting their approval.

Login

1. From your web browser, navigate to My Akron by clicking on the link at the top of UA’s home
page http://www.uakron.edu .

2. Login with your UanetID and password.

3. Click the Faculty/Staff tab.
4. The Approvers area is displayed in the middle of the page. Click Review Transactions.

Approvers
V Review Transactions
Reviesy any pending approvals
Approve/Deny a Job Offer

1. The Transactions will default to “Pending my review” to show only those transactions which

require action.
2. The Process ID field will default to “JobOffer.”
3. Only the Job Offer number displays. To review the details, click on the Approve/Deny link.

Transactions: Pending my review hd Refresh I

Process ID: [boboffer aq,

Firzt n 1of 1 u Last

Transaction Hame: Submitted By: Submitted On Behalf of: Submitted On: Status: ’

Approval Transactions Find

Joh Offer Process 1D Barbara Funk 10902012 - 4:11 PM Pending approve/Deny

Transaction Details

HRS OFF 1D HRS PERSOH ID 10

3206 34755 B3560
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4. The details of the job offer are displayed. Review the details and when ready, click the
Approvals link.

Offer Details

Offer Details
Joh Opening: F996 Benefits Administratar

Business Unit: STDBEU

Position Humber:
Joh Code:

Offer Date: 0150972012

Hiring Manager:

Recruiter:

Letter: | =l  Dpate Printed:
Generate Letter Email Applicant  Upload Letter

*Status: [ 006 Pending Appraval |

Reason: | LI

Created By: Barbara Funk

F Recommended Salary Range

Joh Offer Components

*Component *Offer Amount currency Frequency
Base Salany TEDDD.DDDDDDH IS0 Annual

REYISED OFFER - FIRST OFFER DEMNIED BY BECKY HOOVER DUE TO SALARY FIGURE
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5. The approval path for the job opening is displayed. To view comments from previous
approvers, click the View/Hide Comments link.
a. Enter any comments in the Comments box and then click Approve or Deny.

UA Job Offer Stage 1

= Job Offer:Fending ViewIHide Comments
UA Job Offer Hon-Academic Path N ——
Skipped

o1 Mo Approvers Found
— Dept Spprovley 2

Reviewer

Wiaw Bill - HR _
Rewviesver Pushed Back
> @ Hoover Becky J —E—' Feadgan Kristina - HR-ermplaymen

Location Approvleyl * Offer Recruiter Group

Wiauwilliam H 1ME2012 - 9:14 AW
Reviewer

Reviewer

Eeinoso Gaston

Reviewer
[ Comments

Submit | Approve Ceny |
Comments Text:

6. The job offer details page displays. To verify the offer went to the next stage in the approval
process, click the Approvals link. The status is updated from Pending to Approved.

UA Job Offer Stage 1

= Job Offer:Fending (2 viewHide Comments
A Job Offer Hon-Academic Path

=1 Mo Approvers Found | —
—* Dept ApprovLey 2

Reviewer
Wiau Bill - HR
Reviewet

) Hoover,Becky J » biultinle Approvers
Location Approvbiew @ Offer Recruter Graup _E
wiauwilliar H 1M 52012 - 9:24 AW

Reviewer

Reviewer

Eeinoso,Gaston
Reviewer

[ Comments
Submit |

7. Logout of PeopleSoft.
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