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Enterprise HR 8.9 - Recruiting
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Manage Applications
Processing Job Request Approvals

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.

Once on the page, the approver may approve the request, push it back to the prior
approver/requester, or deny the request.

Microsoft Internet Explorer !u
;;r
|
[EMail

e

(Reply) (Replyal) (Forward) (Printable Page)  (Delete) [Inbox | (Mowe

Al Foldars > Inbox > Approval is Requested for Recruitment Reguest (186) Instructional Faculty - AY

@ Approval is Reguested for Recruitment Request (186) Instructional Faculty - AY

From: “Ethan Jones" <sjones@CSUFRESNO EDU> (Add To Address Book )
To: <CIS-HRE@UISTSERY.CSUFRESNO.EDU>
Cc:
Subject: Approval is Requested for Recruitrent Reguest (186) Instructional Faculty - AY
Sent Date: Mar 30, 2007 B:07 PM
Received Date: Mar 30, 2007 12:08 PM

Priority: Mormal
Attachments:
Character Set: |DEfau“ j (_Change )

A Recruitment Request has been entered which requires your attention

Recruitment Request ID: 186
Posting Title: Instructional Faculty - AY

To wiew this Recruitment Request, visit

https./imy.ceufresno. edu/hrs/Pk=RR =186

(Reply ) (ReplyAll ) (Forward ) ( Printable Page ) ( Delete ) |Inbox ~| (Move)

Mail | Directory | Retum To Portal | Preferences | Logout | Help

Copyright dcopy; 1998, 2004, Oracle. Al rights reserved.

Step Action

1. Using the email link provided, you can view the recruitment request and supporting
documentation as well as approving or denying the request. Click on the link provided
in the email.
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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.

A Recruitment Request - Microsoft Internet Explorer HEH

Fle Edit ‘ew Favortes Tools Help Links >| /¥
CALIFORNIA STATE UNIVERSITY, FRESNO

1) FRESNOSTATE

Campus Home | Directories | Search

ent]gu
My Links |Select One: hd
o Linda Braze (11396) last accessed; 04/04/2007 11,10;01
Mew Window | Help | Customize Page | &, =
«Job Opening Requisition 1D i1} Help. ‘
Basic Recruit Infa Position Information Search Plang Posting Information Aftachments A
Recruitment Request Approvals
RecruitmentRequestApproval
~ RecruitmentRequest:Fending
RecruitmentRequestApproval
Mot Routed Hot Routed Mot Routed Not Routed
Multiple Approvers m Multiple Approvers g, John Briar = Cynthia Matson m, Multiple Approvers | |
GHuman Resources & Eudgel Department - Manager Approval Level 1 & Manager Approval Level 2 - B Cairet
Comments: ‘ J
Approve Deny e
Back | Return to List ‘
< _>IJ

Step Action

3. You will now be able to review who has approved the recruitment request to date and
any applicable comments.

You can review the recruitment request by selecting the links at the top of the page that
lists the basic recruitment information, position information, search plans and posting
information.

Click the Position Information link.
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Step

3 Recruitment Request - Microsoft Internet Explorer !.

Fle Edt Yew Favorites Tooks Help Links > | ¥
CALIFORNIA STATE UNIVERSITY, FRESNO

1y FRESNOSTATE

Campus Home | Directories | Search

My Links |Select One: hd

o Linda Brase (113961 last accessed: 04/04/2007 111001
MewsWindow | Heln | Custarnize Page | B, 4]
Job Opening Requisition 1D 6O Hel ‘
Basic Recmit Info Fosition Information Search Plans Posting Information Aftachrnents Approvals
[Position Information First [ 1 or 1 [F] Last
Position Humber 00002053 Effective Date 03(29/2007 [
«Joh Information
Job Code 1038 QU Admin AnalystiSpclst 12 Mo FLSA Status Monexempt
RegularTemporary |[Regular  ~ Ending Date of Appointment Ell
Grate 1@ step] Q@ FullPart Time FulkTime =
Union Code RO CSUEUTech
Standard Hours anon (perweek 213 1.000000
Title ‘AdminAnalysﬂSpc\sHQ Mo Short Title AMS12

Depariment Budget Information

Work Location

Department 83440 Campus Information Systems Location JOYAL
Reports To 00001825 L John Briar Dot-Line Q
Mail Drop ‘ME# JA 041 Work Phone j
.
Action

The information is displayed but cannot be updated or changed.

In addition to the information entered in the system, supporting documentation my be

included through the Attachments link.
Click on the Attachments link.
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3 Recruitment Request - Microsoft Internet Explorer !n
Fle Edt Yew Favorites Tooks Help Links > | ¥

CALIFORNIA STATE UNIVERSITY, FRESNO

1y FRESNOSTATE

Campus Home | Directories | Search

My Links |Select One: hd

o Lind Brase (113961 last accessed: 04/04/2007 1110101
Mew Window | Help | Customize Pace | 5,

Job Opening Requisition ID 80 Help ‘

Basic Recruit Info Position Information Search Plans Fosting Attachments Approvals

itment Request Attachments

Attachment Type  |Uploaded

Fosition descr.doc Position Description 04042007 11:258M  Edit Atachiment 11

[#] 0 attachment

Back Continue Return to List Save for Later Submit

Basic Recruit Info Positian Infarmation Search Plans Posting i Aftachrments Approvals

Step Action

5. To view an attachment, click on the File Name which in this example is Position
descr.doc. You can add new attachments as needed by selecting the attachments

hyperlink.
h

6. After reviewing the information, click the Approvals link to proceed.
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Fle Edt Yew Favorites Tooks Help Links | A

CALIFORNIA STATE UNIVERSITY, FRESNO

1y FRESNOSTATE Campus Home | Directories | Search
¥ Select One:

o Linda Brase (113961 last accessed: 04/04/2007 1111001

Mew Windom | Help | Custamize Paoe | ey 2

Job Opening Requisition ID 60 Help ‘

Basic Rectuit Info Fosition Information Search Plans Fosting Information Aftachments Ap

Recruitment Request Approvals

RecruitmentRequestApproval

=~ RecruitmentReguest:Pending
RecruitmentRequestApproval

Not Routed Hot Routed Not Routed Not Routed
Multinle Anprovers 2, Multinle Approvers 4 Juhn Briar &, Cynthia Matson g Multinle Anprovers
GHUmEn Resources = Eudgel Department = Manager Approval Level 1 = Manager Approvel Level 2 = B Cpivet

Comments: ‘

|
_toprore | _oew | -

Back | Return to List ‘

Action

From the Approvals page you will have two options and most often a third option,
unless you are the first person of the approvals list, and the ability to add comments
supporting your action.

The Approve button updates the system with your approval and triggers the
recruitment request to go to the next approver level.

The Deny button 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.

The third option, not show here, is the Pushback button. This triggers the request to go
back to the previous approval level. If this request had already been approved by
Human Resources, the Pushback button would appear between the Approve and
Deny button.

Click the Approve button.

Avsrve |
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Fle Edt Yew Favorites Tooks Help Links | A

CALIFORNIA STATE UNIVERSITY, FRESNO

1y FRESNOSTATE

Job Opening Requisition ID 60 Help ‘

Campus Home | Directories | Search

o Linda Braze (113961 last accessed: 04/04/2007 1110101
Mew Windom | Help | Custamize Paoe | ey 2

Basic Rectuit Info Eosition Infarmation Search Plans Fosting Information

Appr

Recruitment Request Approvals

RecruitmentRequestApproval

=~ RecruitmentReguest:Pending

RecruitmentRequestApproval

Comments: ‘

Hot Routed Not Routed Hot Routed
Linda Brase » Multinle Approvers » & John Briar » @ Cynthia Matson » Multiple Approvers T
v Humen Resaurces © Budget Departmert —# Manager Approval Level 1 —# Manager Approvel Level 2 —# B et *
40412007 - 11:27 AM

=
peny =
Back | Retun to List | | |
Step Action
8. Once you have approved the request, the status will change from Pending to

to Pending.

all individuals with access to this recruitment request.

Click the green Approved box.

Approved. The box designating the next approver will now change from Not Routed

Any comments you or anyone else has entered in the comments box can be viewed by

9. You can also navigate directly to the approvals page from the portal. From the

MyFresnoState Portal Main Menu, select eRecruit.
h

10. | Select Pending Approvals.
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3 https:#iportaltest.csufresno.edu: 6941 - Pending Approvals - Microsoft Internet Explorer

Fle Edt Yew Favorites Tooks Help Links > | {»

CALIFORNIA STATE UNIVERSITY, FRESNO

111y FRESNOSTATE

Select One: hd
Linda Brase 1113961 last accessed: 04/04/2007 1111001
Mew Window | Help | Customize Pace | 5,

My Links

B Employee Self Service
& Student Self Service

&I Curiculum Managerment Pending Approvals

Bl Student Suppont
& Temporary Faculty
Al Time Administration

& Up Front Evaluation Pending Approvals 3 First {1 1ot B s
&l eRecruit Sender Received Subject

= Career Opporunities

- Recruitment Request [ Shimeka Conway 0397 Job ApprovalRecruitment Reguest

- Manage Recruitments
- Orline Tutorial Seteots Deseteota [B9RE¥] 9]
alFresno bessaging
& Reports Portfolio
& PAWS Action Reguest
Tracker
& Security Reguests
& Fresno Self Service Setup
Bl Fresno Portal Administration
&l Portal Administration
& Tree Manager
& Reporting Tools
& PeopleTools
- ID Search
- PeopleSoft Financials
- PeoplaSoft HOM
- BeopleSoft Financials
Queries
- PeopleSoft HCM Queries
- Access Email
= Ask Timeout
- My Parsonalizations
= by Systern Profile
- Change hiv Passward

Step Action

11. | If you have already reviewed the details of the recruitment request and want to approve
or deny the request without comments, place a check next to the Sender name.

12. | Click the drop down list under the approvals listing..

13. | Select the appropriate action.

14. | Once you click the Go button, this request will be updated with your approval and the
request forwarded to the next approval 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.

15.  You are now on the same page as if you had clicked the link from the email
notification.

When everyone listed in the approval section has approved the job Opening Request,
Human Resources will ensure the job is posted in the appropriate locations.

Thank you for viewing this tutorial. If you have further questions concerning the
approvals process, please contact Human Resources at 559/278-2032.
End of Procedure.
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