P Training Guide

g Enterprise HR 8.9 - Recruiting

Manage Applications

Processing Job Offer Approvals

The online Job Offer Online Approval process tutorial takes approximately 15 minutes. At the
end of the lesson, you will know how to approve or deny a job offer, add another approver to the
process, view who has already approved the offer as well as who yet to review the offer.

Procedure

The eRecruit system has automated approvals that are initiated at the time a recruitment request is
entered and when a request for authorization of offer to the selected candidate is initiated.

Each individual (or group of individuals) who is in the approval line will receive an email
indicating there is a pending approval required. (i.e.; recruitment request or job offer) and a link
to the applicable PeopleSoft Approval page.

After clinking the hyperlink contained in the email., the approver may approve the request, push
it back to the prior approver/requester, or deny the request.

o

|
B Mail

L

@ Your Approval is Required for a Job Offer

From: <cis.his@LISTSERY. CSUFRESNO.EDU> (Add To Address Book)
To: psmith@csufresno.edu
Ce:
Subject: Your Appraval is Reguired for a Job Offer
Sent Date: Mar 5, 2007 7:11 PM
Received Date: Mar 5, 2007 7:12 PM
Priority: Mormal

Character Set: |Defait ] -\@

A job offer wias created that requires your approval. Please select the hyperlink below to access the Offer Detalls page to review and
approve this offer

https:icmsdevd edw/psp/HFRPRIEMPLOYEE/HRMS/c/HRS _HRAT HRS APP RCMMT GBL?
Action=USHRS_PERSON_ID=4836&HRS_RCMNT_ID=410348HRS _OFF_ID=1131
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Step Action

1. Using the email link provided, view the job offer that is waiting for approval. Click on
the link provided in the email.

A https:fiportaltest.csufresno.edu: 6941 - My Fresno State Logon - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Help

CALIFORNIA STATE UNIVERSITY, FRESNO

nyFRESNOSTATE———— Campus Home | Directories | Search

Back to Hormepags | Login problems, need help?
Login

Fresno State |peters

E-Mail ID! qyitnout entering @esuftesno.edu

Password: |ssesssssss|

I w7z me b bogzging s in to oot sies.

For security reasons, quit your web browser when
vou are done accessing senvices that require
authentication!

To get accass to My Frasno State Portal services, make sure TCP ports 80/443/8443 are avt blocked
by your firawal

g Security Notice:

It is strongly recommended that you close all browser windows after logging off
your My Fresno State session. This will ensure that you are completely signed out
from all systems that you may access during your My Fresno State Portal session.

For additional information about how California State University, Fresno protects j

Step Action

2. If you are not already in the PeopleSoft system, you will be prompted to login using
your Fresno State ID and password. If you are already logged into the system, you will
be taken directly to the Approval Page.

Click the Login button.
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o
)

(=113

Sender Received Subject

W Richard Clay 0404507 Offer Approval: Sarah Srnith

3 Pending Approvals - Micrasoft Internet Explorer !n

File Edit Wiew Favortes Tools Help Links | A

PeopleSoft.

Mew window | Heln | Customize Page \Ep
Pending Approvals

Pending Approvals First (4] 4 o1 4 [H Last

Seleclal Deselectay |Select. x| 6o

&l 5 @ Trusted stes
Step Action

3. After you have logged in, you will be directed to the Pending Approvals page. If you
have already reviewed the details of the recruitment request or job offer and want to
approve or deny the request without comments, place a check next to the name of the
%der.

4. Click the drop down list.

5. From this drop down list, you will have two options:
Approve updates the system with your approval and triggers the recruitment request to
go to the next approver level.
Deny triggers the request to be denied. Once the request has been denied, an email will
be sent to the hiring manager indicating the denial. Warning: There is no way to
reverse this? If denied in error - contact Human Resources.

6. After clicking the Go button, the request will be forwarded for approval at the next

level.

If you have not reviewed the details of the recruitment request, select the hyperlink
under the Subject column to bring you to the details.

[ —— |
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7 Pending Approvals - Micresoft Internet Explorer !u
File Edt View Favortes Tools  Help Links | /e
PeopleSoft.
(=3
Manage Applicant: Sarah Smith -

Disposition Details

Applicant Name: Sarah Smith Date Entered:

D: 18779

Posting Title: Custodian Job Opening ID: 52385

Job Opening Status: 010 Open Job Type: Continuous
Joh Title: Custodian Job Code: 2010
Position Humber:

Business Unit: FRSMNO  California State Univ Fresno

Job Family: FACMTN Facilities, Ops, & Maintenance

Offer Details | Approvals

SupervisoriRecruiter Grp Aprv

+ Offer:Pending

Supervisor_Recruiter

Not Routed
hiultiple Approvers g, Peter. Smith
O fiaman rzourees - | FitrmpienagerRporisTa | L0
4/9/2007 - 7.21 PM

Submit ‘ Approve | Deny ‘ | |
Override Approvals: | Select hd
Comments: ‘ J
E
=l
& 5 @ Trusted sites
Step Action
7. At the top of the approvals page, is information pertaining to the specific job opening
being filled. The lower half of the page shows the approval routing and status of the
process.
At this point, the offer can be approved or denied, having the same effect as if the
approver had clicked Approve or Deny from the prior page.
Click the Approve button.
8. After clicking the Approval button, the approver's box changes from blue to green, the
heading changes from Pending to Approved.
In addition to the approval chain, the approver may also click the Offer Details button
to review the details of the offer.
9.

The top of the page contains the same information as the Approvals page. The Offer
Details section identifies the Hiring Manager and the Recruiter from Human
Resources.

Click the Scroll Bar.
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Step Action
10. | The Offer Details section also identifies who actually created the offer in the system.
Further down is the Base Salary being offered to the applicants. The comments section
contains the salary range that can be offered to the applicant if the initial Offer
Amount is not accepted. Any other details specific to the offer may also be contained
in the Comments section.
7 Pending Approvals - Micresoft Internet Explorer !u
File Edt View Favortes Tools  Help Links > | /¥
PeopleSoft.
(=3
Mew window | Help | Customize Page | 5,
Pending Approvals
Pending Approvals i First E 1-6of & E Last
[T Richard Clay 04/08:07 Offer Approval:Sarah Srnith
Selectal Deselectsy |Select -] s
&) S @ Trusted sices
Step Action
11. | If the "first" approver clicks the Approval button, an email is sent to next approver in

the chain to notify them that their approval is being requested. When they login to the
system, they will see a Pending Approvals page similar to what the first approver
saw. They can approve the Job Offer from this page or, like before, they can click on
the link under Subject.

Offer Approval:Sarah Smith
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3 Pending Approvals - Micrasoft Internet Explorer !n

File Edt Vew Favortes Tools  Help

PeopleSoft.

Links > | ¥

(=]
Manage Applicant: Sarah Smith -]

Disposition Details

Applicant Name: Sarah Smith Date Entered:

D: 18779

Posting Title: Custodian Job Opening ID: 5385

Job Opening Status: 010 Open Job Type: Continuous
Joh Title: Custodian Job Code: 2010
Position Number:

Business Unit: FRENO  California State Univ Fresno

Job Family: FACMTN Faciliies, Ops, & Maintenance

Offer Details | Approvals

SupervisoriRecruiter Grp Aprv

= Offer:Pending

Supervisor_Recruiter

Michael Dunn » Peter.J. Smith
v Human Resources © HiringManagerReportsTo
40902007 - 7:21 PM

Submit ‘ Anprove | Fushback‘ Deny ‘

Comments:

El

&l S @ Trusted siees

Step Action

12. | When you review the approval routing, you may wish or need to add an additional
|%Irover. To do this, click on the Insert Approver (green plus sign)
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‘3 Browse Job Openings - Microsoft Internet Explorer -2 ﬂ

Fle Edit Vew Favortes Tools Help aw

PeopleSoft.

[E] 3 hueps:ifemsdev3.csufresno.edu/psc/HFRPRI_1ZE... [HEE] A
Manay - =

Disp

Insert additional approver or reviewer

Applica
ID:
posting| |U° 1" [ < Y 885
Job Op Insert as: Approver Caontinuous
Job Titl " Reviewer 200

Choose an approver or reviewer to insert

Positiol

Busine:| Insert | Cancel

«Job Far

Offer [

Supe

’ Michael Dunn » F‘atem Srnith E |

Human Resources HiringManagerReportsTo
4/92007 - 7:21 PM

Submit
Override Approvals: | #=/20L. -

Comments: E

Step Action

13. | Enter the PeopleSoft number of the approver/reviewer you wish to add
into the User ID field.

14. Click the Insert button.
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3 Browse Job Openings - Microsoft Internet Explorer !n

File Edit View Favorites Tools  Help ;'l

PeopleSoft.

B - |
Manage Applicant: Sarah Smith

Disposition Details

Applicant Name: Sarah Smith Date Entered:

ID: 18779

Pasting Title: Custodian Job Opening ID: 5885

Job Opening Status: 010 Open Job Type: Continuous
Job Title: Custodian Job Code: 2010
Paosition Number:

Business Unit: FRSMO  California State Univ Fresno

Joh Famihy: FACMTN Facilities, Ops, & Maintenance

Offer Details | Approvals

Supervisor/Recruiter Grp Apry

= Offer:Pending

Supervisor_Recruiter

Not Routed =
Michael Dunn y | EeterJ Smith = {3, Richard M. Clay | {3
v Human Resaurces HiringianagerReparts Ta =0 B oiea Approver
418/2007 - 7:21 PM

Submit
Override Approvals: | S8lect.. :" 0
Comments: J
=
=l
Step Action

15. | If, after you have inserted an approver, it is the wrong person, you can remove only the
approver you inserted by clicking the Minus sign in the upper right hand corner of the
approver's box.

Point to the Remove object for Richard Clay.

16. | After all the approvers have submitted their approval, the Job Offer status will change
from Pending Approval to Extend. This status is the authorization for Human
Resources to extend an offer to the applicant, using the guidelines provided.

‘ [o10 Extend =i
17.  Thank you for viewing this tutorial. If you have further questions concerning the

approvals process for job offers, please contact Human Resources at 559/278-2032
End of Procedure.
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