Approve - Cancel - Return a Position

Request

Learn more about how to approve, cancel, and/or return a Position Request submitted
by a team member.

PeopleAdmin 7.6

Login to PeopleAdmin 7.6 (careers.luc.edu/admin) with your Loyola Username and
Password. If necessary, visit luc.edu/password in order to reset your password.
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Position Management View

In order to review a position, you will need to select "Positions" located in the upper left
pane. Once selected, the orange banner will appear, as shown below.

Positions
£) Hire

£0) Positions
4£) Onboard

Select Role

Select your appropriate *Group (role) for the action you need to take. In this example,
Division is selected to show any position requests a Department Head and/or Dean
would like reviewed for approval.

*NOTE: If you select a (Group) role that is does not have authorization to approve a
Position Request (i.e. Hiring Manager), you will not be able to view the "Take Action on
Position Request" feature in order to move the position request between levels (i.e. to
approve and post online for applicants).
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Position Requests

Within the "Welcome to your Online Recruitment System" section, select "Position
Requests," as shown below. Select the appropriate position. Notice the additional
columns provided (i.e. Current Status). This information is important as you determine
who requested the position request, who reviewed it and where it exists in the workflow.

Home Position Desoiptons - Classifications ~

Welcome to your Online Recruitment System
This section can be updaned

TITLE TYPE CURRENT STATUS D#YS IN CURRENT STATUS

Assistant Director, Beaziey Insooute for Health Lawr and Policy
0L OF LAW IMST HEALTH LAW (0270001

Division 2nd Review

SEARCH

There are ne results ta be displayed.
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Take Action on Position Request

Select the "Take Action on Position Request" in order to move the position between
various levels in the workflow.

Take Action On Position Request v

Keep working on this Position
Request

WORKFLOW ACTIONS

Canceled (move to Action
Canceled)

Return To SPA (move to SPA)
Return To FPO (move to FPO)
MOVE DIRECTLY TO...

Draft

Hirlng Manager Review
Department Head

Division 15t Review

HR Compensation

Division 2nd Review
Executive

FPO

SPA

President

Position Approved

Action Canceled
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Take Action

As you select the appropriate next level for the position request, a "Take Action" box
appears for you to enter a message to the person (next level) recieving your request. In
addition, you have the option to add the Position Request to your "Watch List" for easy
access and review.

Executive (move to Executive)

Ccomments (optional)
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Home Tab

When you select the "Home" tab located at the top of PeopleAdmin 7.6, your "Watch
List" appears.

& LOYQLA

Homa Pasition Descripdons - Classifications -

Welcome to your Online Recruitment System
This section can be updsted

Inbox Postings |G | Users 42 | HirngProposa's | Postion Requests a4 Onboarding Tasks | Special Handling Lists

TTLE CLIRRENT STATE [DAYS IN CURRENT STATE
Apgprave for Internal 334
N4
314
34
A :'.";';a Sehioed af Law Approve for Interna
Approve for Inerna 302

SEARICH

|
OB TITLE TYFE CURRENT STATE STATE OWHER
PROGRAM COORDINATOR Seaff Closed/Removed From Web Hurman Resources
ACADEMIC EMRN & RETEN {030d3E

Questions?

Questions? Email careers@luc.edu and a Human Resources staff member will assist
you.
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