UNIVERSITY UCPath Task:

[OF | h Approve Job Openin
UCPat PP pening

Use this task to approve a job opening.

After a job opening is created, saved and submitted, approval is required. Job openings that
require approval are routed via AWE to the first approver in the chain of approvals.

As an approver, you have the option to:

- Approve the job opening. It is then routed to the next approver. If all approvals are complete, it
sets the job opening status to Open.

- Deny the job opening. It sets the job opening status to Closed and sends notification to the
hiring manager.

- Push back the job opening. It sends notification to the previous approvers that the job offer has
been pushed back and it requires updates/changes. The first approver cannot push back the job
offer.

Navigation: PeopleSoft Menu > Recruiting > Pending Approvals

Step Action

1. At UC, locations can select the process to follow for approvals.

Process 1: Use standard AWE (Approval Workflow Engine) processing, which
routes the job opening for approvals to the roles identified in the job opening,
starting with the hiring manager. No set up is required.

Process 2: Use a custom approval process that routes the job opening for approvals
to individuals that have been set up and identified in approval levels, for example,
Approver 1, Approver 2 and Approver 3. This process requires set up of a custom
table identifying the approval levels first prior to initiating the Pending Approvals
task.

For this example, the approval process uses standard AWE and is routed to the
hiring manager first in the approval chain.
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Favorites Main Menu ~ > Recruiing~ > Pending Approvals
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Pending Approvals
£z} Recruiting Home
Pending Approvals Parsonalize | View All | 21 First (4 10f1 ‘b Last
Select Job OpeningID  Sender Received Subject
O 994592 Amneet Komura 01/08/2019 Job Approval . TRAINING DEV MGR 1
SelectAll  Deselect All Select. Go
Step Action
2. Use the Pending Approvals page to review and take action on job openings that
require your approval.
3. You can approve or deny job openings directly from the Pending Approvals page

by marking the Select check box for the job opening(s) you want to approve or
deny and then selecting the action from the Select drop down list and clicking the
Go button.

4, You can also perform the approval action from the Approvals tab on the Job
Opening page. This allows you to review the job opening details first prior to
taking action on the job opening.

5. Access the job opening.

Click the Job Approval: TRAINING DEV MGR 1 link.
Job Approval TRAINING DEV MGR 1
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Favorites v ‘ Main Menu + > Recuiingv > Pending Approvals

Home Worklist MultiChannel Console Add to Favorites Sign OQut
All ~ | Search % | Advanced Search
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Related Content~ | Help |~

Manage Job Opening

Save | goRetum | ¢g}Recruiting Home | ZSearch Job Openings | [ Create Mew | EEClone | [g3Add Mote | {YNo Category | &Print Job Opening
Job Opening ID 994592 Status 006 Pending Approval
Job Posting Title TRAINING DEV MGR 1 Business Unit UCOP1 (UC Office of President) H
Job Code 000439 (TRAINING DEV MGR 1) Department 830300 (UCPATH CENTER)

Position Number 40000030 (TRAINING DEV MGR 1)

Activity & Attachments Details
Job Details | Qualifications | Screening | JobPostings | Hiring Team | Approvals

There are no current Affirmative Action goals for this Job Group

Opening Information (7

“Tempiate ID [1000/@,  Requisition Defautt
Job Opening Type Standard Requisition
Created By (&}

Created 01/08/2019 [5

*Openings to Fill| Limited Number of Openings v
Target Openings 1
Available Openings 1
Establishment ID|UCOP Q@ UcoOfice ofthe President
Business Unit|UCOP1 @ UCoOffice of President
Company UCS Q University of California
Emp\oyeec\asmﬁcal\on
Department 330300 @ UCPATHGENTER
-
javascript:submitAction_winD{document.winD, ‘#ICSetFieldHRS_JOB_OPENING.LINKRELATED.HRS_JO_PGE_LINK'); >
Step Action
6. Use the Manage Job Opening page and its associated tabs to review the job

opening information.
7. Click the Approvals tab.
Approvals
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Favorites = Main Menu + > Recruiing= > Pending Approvals
Home Worklist MultiChannel Console Add to Favorites Sign OQut

ORACLE' T

~ | Search * | Advanced Search

Related Contentw | Help

Manage Job Opening

Save | g=Retum | ¢g}Recruiting Home | G Search Job Openings | [ Create Mew | EEClone | [g3Add Note | {7YNo Category | &GPrint Job Opening
Job Opening ID 994592 Status 006 Pending Approval
Job Posting Title TRAINING DEV MGR 1 Business Unit UCOP1 (UC Office of President)

Job Code 000439 (TRAINING DEV MGR 1 Department 830200 (UCPATH CENTER)
Position Number 40000030 (TRAINING DEV MGR 1)

Activity & Attachments Details
Job Details | Qualifications | Screening | Job Postings | Hiring Team | Approvals

There are no current Affirmative Action goals for this Job Group

Job Approvals
Supervisor/Recruiter Grp Aprv
Job Opening: 994592:Pending  Request Information

Route to Supervisor/Recruiter

Pending Not Routed
lary Turner Multiple Approvers: | ]
© Hiring Manager ® Hecruiter Broup
Approve Deny

Comments Text

Save | g=Retum | ¢g}Recruiting Home | & Search Job Openings | 8 Create New | EEClone | [i3Add Note | {"}No Category | &jPrint.Job Opening

Jjavascript:doModalDO( https://sucs3j.universityofcalifornia.edu/psc/SUCS3)_newwin/E...|[0CcMolAhPSd+KQewOwCNBScprvwB07WPkmMdCwbRS75vsUSrw==",400,400,100,100, yes''no"); | >

Step Action

8. The Job Approvals section includes a graphical representation of the approval
sequence for the job opening.

9. Notice that the hiring manager is the first approver in the approval chain. This
indicates that standard AWE approval processing is being used.

10. A Push Back button displays after the first approval is completed.

In this example, the button does not display since the first approval is still pending.
Instead of the first approver using the push back option, the deny option can be
used instead.

11. Use the Insert Approver [+] button to add additional approvers or reviewers to the
approval chain. For this example, no other approvers are needed.

12. Review the list of multiple approvers.

Click the Multiple Approvers link.

Multiple Approvers

13. Only one of the multiple approvers is required to approve the job opening and then
it is routed to the next box in the approval chain. If there are no other boxes in the
approval chain, the status of the job opening is changed from Pending to Open.
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Rheonda Olenick
17366731

TAM Recruiter
17366350

UCOP HREF 13
17366350

Peer for ePerformance review 2
17366350

Step Action

14. Review the list of additional approvers. Close the box when your review is
complete.

Click the Close button.
_ Close
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Favorites + ‘ Main Menu + > Recuiingv > Pending Approvals
) Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE Al ~ | Search % | Advanced Search
Related Content~ | Help
Manage Job Opening
Save | g=Retum | ¢g}Recruiting Home | Sy Search Job Openings | [ Create Mew | EEClone | [g3Add Note | {YNo Category | &Print Job Opening

Job Opening ID 994592 Status 006 Pending Approval
Job Posting Title TRAINING DEV MGR 1 Business Unit UCOP1 (UC Office of President)
Job Code 000439 (TRAINING DEV MGR 1) Department 830300 (UCPATH CENTER)

Position Number 40000030 (TRAINING DEV MGR 1)
Activity & Attachments Details
Job Details | Qualifications | Screening | Job Postings | Hiring Team | Approvals

There are no current Affirmative Action goals for this Job Group

Job Approvals
Supervisor/Recruiter Grp Aprv

Job Opening: 994592:Pending  Request Information

Route to Supervisor/Recruiter

Pending Not Routed
Mary Turner Multiple Approvers:
(@  HirngManager - (@ Fecner Srous o
Approve Deny
Sats[SFET ]

Comments Text

Save | gmRetum | ¢g}Recruiting Home | & Search Job Openings | i Create New | EEClone | [i3Add Note | {"}No Category | &jPrint.Job Opening

Step

Action

15.

Use the Approve button to approve the job opening and route it to the next
approver, if one is shown.

Use the Deny button to reject the job opening and set its status to Closed.

16.

For this example, click the Approve button.
Approve
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Favorites + ‘ Main Menu > Recuiingv > Pending Approvals
) Home Worklist MultiChannel Console Add to Favorites Sign OQut
ORACLE All | Search | Agvanced Search

Related Contentw | Help

Manage Job Opening

Save | g=Retum | ¢g}Recruiting Home | S Search Job Openings | [ Create Mew | EEClone | [g3Add Mote | {7YNo Category | &Print Job Opening
Job Opening ID 994592
Job Posting Title TRAINING DEV MGR 1
Job Code 000439 (TRAINING DEV MGR 1)
Position Number 40000030 (TRAINING DEV MGR 1)

Status 010 Open
Business Unit UCOP1 (UC Office of President)
Department 830300 (UCPATH CENTER)
Activity & Attachments Details
Job Details | Qualifications | Screening | Job Postings | Hiring Team | Approvals
There are no current Affirmative Action goals for this Job Group
Job Approvals
Supervisor/Recruiter Grp Aprv
Job Opening: 994592:Pending © Request Information

Route to SupervisoriRecruiter

Approved LT — .
Mary Turner » Multiple Approversi
Hiring Manager ® Recruiter Group el
Approve Deny
Status
Comments Text

https://sucs3j.universityofcalifornia.edu/psp/SUCS3)/EMPLOYEE/HRMS/c/HRS_HRUE.HRS_...OYEE.HC_HRS_RECRUIT_CONSOL_GBL&IsFolder=falsedgnoreParamTempl=FolderPath, IsFolder | >

Step Action

17. The approval box representing you in the approval chain changes from Pending to
Approved and the job opening is routed to the next approver in the approval chain.

The box for the next approver changes from Not Routed to Pending.
18. Click the Pending Approvals menu.

FPending Approvals
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i} Recruiting Home

Pending Approvals

There are no Pending Approvals atthis time

Step Action

19. The job opening no longer displays in the list of pending approvals.
Perform additional approvers as needed. In this example, no other approvals are
required.

20. You have successfully approved a job opening.

End of Procedure.
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