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Staff/Professional: New Position Action & Modify Position Action Workflow

Action Form is read-only at these workflow states

o

i iti E i HRS Final
Supervisor/ AAC lnltlal < > HRS AAC Routing xecutive < Position Control > rina ——» Approved PAF
Manager Review Approver Review
can initiate action can initiate action Budget Office
Office of Action
Approver Sponsored Canceled
Programs

Staff-Professional Actions

HR can cancel at any time

***Actions only need to be sent to Position Control for the following reasons:

1) A permanent PCN needs to be reactivated — number below 9000

2) A “New” permanent position is being created and will utilize a PCN below 9000
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Staff/Professional Postings can only be created
from an approved Action (Position Description
from the Position Management module).

Supervisor/
Manager

-

can initiate posting

AAC

can initiate postin

HRAI

Staff/Professional Postings

-l

Exec Approver
Provost & EVP

*Only when instructional
components exist w/a
waiver request

Staff-Professional Postings

> HRS

Approved
(for later)

All Posting fields are read-only for
AAC in these states.
Position Documents, Search Committee
Members, Guest Users and Evaluative
Criteria can be changed/added

/ Posted
AAC
Reposted
AAC
Closed Filled
AAC AAC moves Posting to
Filled after a Hiring
Proposal has been
Internal/
. Approved.
Invite Only
*Moving a Posting to
AAC “Filled” triggers
notifications to all
disposed applicants.
on Hold Posting
Canceled

only HRS can move
posting to On Hold
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Staff / Professional Applicant Workflow

Search Coordinator AAC HRAI Search Coordj HRAI HRAI Search Coordinator
Under Review Recommend . Request for Approved for Approved for
) Request for First Approved for P Request for )
. - Third
by Dgpt/ P for Flrst <> Interview ¥ Linterview (€ Secohd <> Secovd > Third Interview » Ir.
Committee Interview Interview Interview Interview
A
System .
D Not Meet . . N . Application
oes' .0 ee Determined Did Not Interviewed, Application Interviewed, p.p icatl
Minimum K X . K Withdrawn
P Not Meet Min Not Hired Expired Not Hired .
Qualifications Quals (Applicant)

reasons; email when

If applicant is screened

posting filled out by Posting Specific when posting filled automatically moves to this
Questions status one year after applying
from ‘Under Review by Dept/
Committee.” Sends email to
applicant to contact Student/
Temp HR to reactivate if still
interested.
. o o
Staff/Professional Hiring Proposal Workflow
- - Approved to
Supervisor/ | N P N P N P Make
Manager AAC HRAI HRS " Contingent [
Offer
initiates HP initiates HP
AAC
Approver Executive Executive
pp Approver 1 Approver 2

with reasons; email

HRS: all users can view;

with reasons; email
when posting filled

Applicant owns: all
users can view

Declined

Interview

o | Hiring Proposal

S-P Applicant & HP

Approved

Background Check

AAC

Recommend

for Hire

Declined Offer

leefj_ ——> Hired
Pending
AAC HRS

Hiring Proposal
Canceled

HRS or AAC can
cancel at any time
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Faculty: New Position Action & Modify Position Action Workflow

Action Form is Read Only at
these workflow states

— T
e N

i AAC Revi E i HRS Final
Supervisor/ | . C e\{lew & | n xecutive P » Position Control S ‘ma Approved PAF
Manager Routing Approver Review
can initiate action can initiate actior\
Office of Action
Approver Sponsored Canceled
Programs

HR can cancel at any time

***Actions only need to be sent to Position Control for the following reasons:
1) A permanent PCN needs to be reactivated — number below 9000
2) A “New” permanent position is being created and will utilize a PCN below 9000

Faculty Actions
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Faculty Postings can only be created from
an approved Action (Position Description
from the Position Management module).

Supervisor/
Manager

-

can initiate posting

Faculty Postings

AAC

<> HRAI

-l

Faculty Postings

can initiate posting \

Exec Approver
Provost & EVP

*Only where there is a
search waiver request

> HRS

Approved
(for later)

All Posting fields are read-only for
AAC in these states.
Position Documents, Search Committee
Members, Guest Users and Evaluative
Criteria can be changed/added

only HRS can move
posting to On Hold

/ Posted
AAC owns
Reposted
AAC owns
Closed Filled
AAC owns AAC moves Posting to
Filled after a Hiring
Internal/ Proposal has been
X Approved.
Invite Only
*Moving a Posting to
AAC owns “Filled” triggers
notifications to all
disposed applicants.
Posting
On Hold
Canceled
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Faculty Applicant Workflow

Search Coordinator

AAC

Recommend
for Hire

Search Coordinator AAC HRAI Search Cool HRAI HRAI
Under Review Recommend . Request for Approved for Approved for
. R t for First A d f Request for .
by Dept/ > for First p| EquestiorFirs <> \pprovecior | Second <> Second P ed . > Third —p
A ) Interview First Interview ) . Third Interview )
Committee Interview Interview Interview Interview
A
System .
D Not Meet . . — . Application
oes NoLMiee Determined Did Not Interviewed, Application Interviewed, AL
Minimum K X . K Withdrawn
P Not Meet Min Not Hired Expired Not Hired .
Qualifications Quals (Applicant)

reasons; email when
posting filled

If applicant is screened
out by Posting Specific
Questions

with reasons; email
when posting filled

HRS: all users can view;
automatically moves to this
status one year after applying
from ‘Under Review by Dept/
Committee.” Sends email to
applicant to contact Student/
Temp HR to reactivate if still
interested.

with reasons; email
when posting filled

Declined
Interview

Faculty Hiring Proposal Workflo

Supervisor/
Manager

AAC

Executive

HRAI >

Approver

can initiate HP

can initiate HP

Approver

Faculty Applicants & HP

Approved to Contingent
Make Offer Declined
> . P L a—
Contingent —Request to
Offer Negotiate
AAC Executive Approver

Applicant owns: all

Declined Offer

AAC; with reasons; no

users can view email
Hiring Proposal - Hired- - .
) Hired
Approved Pending
Background Check AAC HRS

Hiring Proposal
Canceled

HRS or AAC can
cancel at any time
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Supervisor/

4

Manager

can initiate posting

Student-Temp Postings

AAC

) J

Student/Temporary Postings

All Posting fields are read-only for
AAC in these states.
Position Documents, Search Committee
Members, Guest Users and Evaluative
Criteria can be changed/added

can initiate posting

HRS

only HRS can move
posting to On Hold

/ Posted
AAC
Reposted
A ~ AAC
pproved
(for later)
Closed Filled
AAC AAC moves Posting to
Filled after a Hiring
Internal/ Proposal has been
Invite Only Approved.
AAC *Moving a Posting to
“Filled” triggers
notifications to all
disposed applicants.
Posting
On Hold
Canceled
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Search Coordinator

Under Review
by Dept/
Committee

Determined Did
Not Meet Min

System

Quals

reasons; email when

Not Interviewed
Not Selected

Search Coordinator; with

Student/Temporary Applicant Workflow

AAC

Recommend

Search Coordinator

Approved for

for Interview

Application
Withdrawn

Applicant owns: all

P

AAC

Interview

A 4

Interviewed
Not Selected

Search Coordinator; with

Recommend
for Hire

Application
Expired

HRS: all users can view;

Declined Offer

AAC; with reasons; no

R

Student-Temp Applicants & HP

Check (if applicable)

posting filled reasons; emails applicant users can view reasons; email when automatically moves to this email
when posting filled posting filled status one year after applying
from ‘Under Review by Dept/
Committee.” Sends email to
applicant to contact Student/
Temp HR to reactivate if still
interested.
Student/Temporary Hiring Proposal Workflow
i
i
i
|
|
I
I
]
\J
Supervisor/ Hiring Proposal Hired- N )
P AAC g . Hired
Manager Pending
can initiate HP can initiate HP HRS Review -Background AAC HRS

Hiring Proposal
Canceled

HRS or AAC can
cancel at any time
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