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Overview

The Request to Recruit process ends with a series of approvals. This guide demonstrates the various
approval flows in MySJSU (PeopleSoft HSJPRD) and guides the user through the steps to complete an
approval. Once the request is fully approved, the recruitment can be posted, and applicants can begin
applying. Approvals must be done for all types of recruitments, including tenure track faculty positions.
Approvals for non-tenure track positions always begin with Human Resources. Once HR has approved the
request, a minimum of two additional approvals and a maximum of five additional approvals may be required
depending on the type of recruitment and the division in which the position resides.
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Understanding Approval Flows

Approval flows differ, depending on the type of position/recruitment and the division in which the position
resides. This section provides an overview of the various approval flows that may occur with the Request to
Recruit process.

Tenure Track Faculty Recruitments
A Tenure Track Faculty Recruitment requires three approvals:

1. Position Approval Level 1: This is the reports-to for the position, the position’s primary supervisor.
2. Position Approval Level 2: This is the supervisor of the employee in Position Approval Level 1.

3. Faculty Affairs Approval: Several employees in Faculty Affairs have the access to complete the approval.
They work with the committees and departments, as necessary, before completing the process.

Example:

e Tenure Track position reports to Department Chair, Department Chair reports to Dean.
e Department Chair is Approval 1, Dean is Approval 2, Faculty Affairs representative is Approval 3.

Staff (non-Management Personnel Program [non-MPP]) Recruitments

A minimum of two approvals and a maximum of three approvals are required after HR completes its initial
approval:

1. Position Approval Level 1: This is the reports-to for the position; the position’s primary supervisor.
2. Position Approval Level 2: This is the supervisor of the employee in Position Approval Level 1.
3. Division-Level Approval: Several divisions require a division-level approval.

(Academic Affairs, Student Affairs, University Advancement, Athletics; Administration & Finance and The
Office of the President do not require a division-level approval.)

Example (Academic Affairs /Advancement/Student Affairs/Athletics):

o Department Administrative position reports to Manager/Department Chair, Manager reports to
Associate Vice President/Dean.

e Manager/Department Chair is Approval 1, AVP/Dean is Approval 2, Division representative is Approval
3 (several people could be assigned to this role; typically this is a high-level analyst or manager
responsible for budget).

Example (Administration & Finance):

o Department Administrative position reports to Manager, Manager reports to Senior Manager.
e Manager is Approval 1, Senior Manager is Approval 2.

MPP Recruitments

A minimum of three approvals and a maximum of five approvals are required after HR completes its initial
approval:

1. Position Approval Level 1: This is the reports-to for the position, the position’s primary supervisor.
2. Position Approval Level 2: This is the supervisor of the employee in Position Approval Level 1.

3. Division-Level Approval: Several divisions require a division-level approval.
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(Academic Affairs, Student Affairs, University Advancement, Athletics; Administration & Finance and The
Office of the President do not require a division-level approval.)

Vice President Approval: All MPP recruitments require an approval from the Vice President of the division.
Athletics and The Office of the President do not require a VP approval

President Approval: All recruitments for new MPP positions require approval from the President.

Example (Academic Affairs /Advancement/Student Affairs/Athletics):

¢ Department Manager/Associate Dean position reports to Director/Associate Dean, Director/Associate

Dean reports to Associate Vice President/Dean.

e Director/Associate Dean is Approval 1, AVP/Dean is Approval 2, Division representative is Approval 3
(several people could be assigned to this role; typically this is a high level analyst or manager
responsible for budget), Vice President is Approval 4 (the VP may also designate someone else to
approve at this level).

o If new MPP is being created, President Approval is added at the end of each of these flows.
Example (Administration & Finance):

e Department Manager position reports to Director, Director reports to Associate Vice President.

e Director is Approval 1, AVP is Approval 2, Vice President is Approval 3 (the VP may also designate
someone else to approve at this level).

¢ If new MPP is being created, President Approval is added at the end of each of these flows.
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Pending Approvals — No Online Review

This section demonstrates how to view pending approvals without online review. Once a request to recruit has
been submitted for an approval, an email notification is sent to begin the approval process. When the first
approver has approved, the second approver gets an email notification, and so forth. A link in the email
message takes the approver to the proper page in MySJSU (PeopleSoft HSJPRD) for approval. (Login to the
database is required before the page appears.)

cmedders@sjsu.edu §
06/11/2008 02:28 PM To |8JuUganiza@acl com, rgaspar@sisu edu, HOUNKLE@sjsu edu, james ander:cn@s]siﬁ-
1

A sample email notification
displays.

-
Subiest |Approval is Requested for Recruitment Request (101} Training & Support Lead CMS j‘é

Note: The first email is sent
from the requestor. In this
example, the first approval is
Human Resources, so multiple
people receive this email
notification.

N Yo W B N S

}
¥
)
o

1. Click the link in the email

notification.
The Login page for MySJSU :
(PeopleSoft HSJPRD) ORACLE
displays. PEOPLESOFT ENTERPRISE

2. Enter your SJSU ID and

Password.
3. Click the Sign In button. SJSUID:
Password:
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The Pending Approvals Pending Approvals
page displays.

Pending Approvals view Al First Y 1084 M Las

e

Note: If there are mUItIpIe ¥ |Heidi Dunkle 0611108 Job ApprovalRecruitment Request

approvals requiring attention,

they all display. Select Al Deselectall |Select. . =] Gof i

Approve
4. Select the checkbox next Deny

to the recruitment you want
to approve.

AR, ks s, ATttt '--~--,_f"‘\--»_\ pansemfinte g b e o it gt s ]

5. Select Approve from the
dropdown menu.

Note: The request cannot be
used anymore if denied.

The Pending Approvals Pending Apprgums
page displays, with Approve
selected.

Pending Approvals view Al First ] 1014 [M] Last
Sender Received
. v Heidi Dunkle 06/M11/08 Job ApprovalRecruitment Request
6. Click the Go button. o |0 20P =

Select Al Deselectall FApprove v Gol

PR’ - i PO U ey T ST S T Ty TR Py

Tt e ot M bl el o us

e e,
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The Pending Approvals
page displays with no
Pending Approvals.

Note: All selected pending
approvals are now approved.
An email notification is sent to
the next approver in the
process (if applicable).

A sample email notification
displays.

Note: The next approvers in
the chain receive an email
notification from the person
who approved at the prior
step.

Pending Approvals

Pending Approvals
There are no Pending Appravals atthis time

o s St _\”_,,,_.-‘_,.L.J-.-..-hJ._\__\_

. B

e N T

PR PR

e ol " e

@ james anderson@sjsu.edu T
06/11/2008 02:35 PM

o

ot
bec

Subjsct

@i cmedders@sjsu.edu,  MRADISCH@SJSJU.EDU

g ll o antiarag

Approval is Requested for Recruitment Request (101) Training & Support Lead CMS

Project Office

& Recruit

ent Reqguest has been

Recruitment Request ID 01
Posting Title: T Support Lead
Department Name: CMS Project Office

itment Request, wisic:
du/psp/HSIJPRD/E

/HRMS/c/5J.

entered which requires your attention.

4

;

HR_RECRUIT.FR_HRS_JO REQST.GBL 1
o e hmiSr e \,,--\,ﬂ\,‘_M_\_‘,a\-—_._‘,,n_,.....AA_JWM___,J‘
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Pending Approvals — Online Review

This section demonstrates how to view pending approvals with online review. An approver has access to
review the request to recruit information prior to approval. The process begins in the same way, with receipt of
the email notification, login and navigation to the Pending Approvals page. This portion of the document picks

up the process there.

The Main Menu displays.

1. Navigate to Recruiting >
Pending Approvals.

The Pending Approvals
page displays.

Note: If there are multiple
approvals requiring attention,
they all display.

2. Click the link under
Subject.

> Recruiting
[> Administration
[ Employee Referrals
[- Postings
[» Repors
— Pending Approvals
— Find Applicants
— Add New Applicant
— Applicant Lists
— Saved Searches
- Browse Job Openinas
— Find Job Openings
— Create New .Job Opening
— Interview Calendar
[ Workforce Administration
[+ Benefits
[> Time and Labor
[» Payroll for North America
[> Global Payroll & Absence
Mgmt
[ Payroll Interface
[ Warkforce Development

Add to Favorites

m_
@jﬂg Recruiting

Manage and administer the recruiting process.

Pending Approvals
See the job opening or job offer
approvals that require your attention

Find Applicants

Search for applicants using resume
keywords or other applicant
information.

E" Add New Applicant
Add new applicants, including
applications and resumes.

E" Applicant Lists

Manage groups of applicants through
saved lists or by creating your own
lists.

Browse Job Openings
View your draft job openings
openings assigned or associa
you.

Saved Searches
View lists of saved applicant
searches and create automatches for
job openings.

E" Interview Calendar
View the calendar for comple
upcoming interviews.

Find Job Openings
Search for job openings using job
opening name, ID, and other
information.

E“ Create New Job Openii

Create a new job opening, and
associated postings and requisition
information.

Search:

®

= My Favarites

[- C5U SA Baseline

[ Alert-SJSU

> Campus Info

[> Self Service

I> Manager Self Senvice

[ 8JSU Campus Solutions
[ 515U Human Resources
= Recruiting

— Pending Approvals
- ‘Worlforce Administration
[+ Qraanizational Development

PP

R

|»

New)

Pending Approvals

Pending Approvals

[ |Carrie Medders 06/11/08

SelectAll Deselectay |S6l2ct. 7] Go

e g A A A R s e  eansnet P

‘Job Approval:Recruitment Request

it ntn st e
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The Job Opening Basic _ - _ : 3
. . Job Opening Requisition ID 101 Frint Recruitment Request |
Recruit Info page displays.

-

4

Basic Recruit Info Position Information Advertising Plans Posting Information Aftachments Approvals t

3. Review recruitment b

information. (See Field _ , . {

D . tions below) Effective Date 06/11/2008 Department 1207 CMS Project Office \

escrip ' :

4. Click the Position
Information link. ¢ Replace Existing Position/Employee with NO Changes to Duties

¥ Replace Existing Position with Changes to Duties
¢ Request a New Position
-

Request a Tenure Track Faculty Position

Is this an MPP Pasition? T Yes @ HNo

In one of the following Divisions...
° Academic Affairs  Dffice of the President
€ Athletics € Student Affairs
 Administration & Finance € University Advancement

Customize | Fi
EmpliD Hame P
1 000003043 Cellini James V 00007234

Contact Information for Recruitment

Contact Type Name Telephone Exllm Email Address

1 Primary Contact Carrie Medders 024-1886 0042 cmedders@sjsu.edu

BHack | Continue | Return to List | Saveforliater | SlEmit |
A AP B i B o a e bl e et At o b i

Field Description List: Job Opening Basic Recruit Info Page (above)

Field Name Description

Department Department number and name where the position resides.

I would like to... Action for the recruitment.

Is this an MPP Position? MPP position information.

In one of the following Division information.

Divisions

EmplID, Name, Position Position being filled and employee being replaced, if applicable.
Number

Contact information for Person to contact regarding this recruitment.

Recruitment
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The Position Information

. Job Opening Requisition ID 101 Print Recruitment Request I
page displays.
Basic Recruit Info Faosition Information Advertising Plans Posting Information Aftachments Approvals

5. Review recruitment _ : S
Informatlon (See F| eld Find | View Al First 1 1 of 1 ! Last
Descriptions, below.)

Position Number 00007234 Effective Date 08M1/2008
6. Click CSU Position Data. - :
b Information
Job Code 1038 Admin Analyst'Spelst 12 Mo FLSA Status Exempt
RegularTemporary Regular Ending Date of Appointment
Grade 5 Step FulliPart Time Full-Time
Union Code R09 CSUEUTech
Standard Hours 40,00 (Perweek) FTE 1.000000
Title Training & Support Lead Short Title AMS EIN

CSU Position Data

Work Location

Wi S, e ™ Aty P, MR G o e A Wiy, BTy, ot T, P, s, At 55 ot i

Department 1207 CWMS Project Office Location Code 0042
Reports To 00004921 Carrie Medders
Dot-Line
Back | Continue | Return to List | Save forlater Supmit
R TP et e I o A R s bt B AT a0 st T b e L st

Field Description List: Position Information Page (above)

Field Name Description

Position Number The number of the position.

Job Code The job code and job title.

FLSA Status Indicates whether this position is exempt or non-exempt.
Regular/Temporary Indicates whether position is regular (permanent) or temporary.
Grade Grade number displays, if applicable.

Step Step number displays, if applicable.

Full/Part Time Indicates whether this position is full time or part time.

Union Code Union code number and description.

Standard Hours/FTE Number of work hours per week.

Work Location Indicates department location and person this position reports to.
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The CSU Position Data page
displays.

7. Click the Return to
Position Information
button.

The Position Information
page displays.

8. Click Advertising Plans.

C3U Position Data

Primary Fund GFMD
Diepartment 1207

Class ooooa

% position Pool

Position Pool ID 100

General Fund

CIMS Project Office

Return to Position Information

B e T P e et L SN

,_
L&hm.m~m&m-w“-um doadirsding, .-

Job Opening Requisition |D 101

Print Recruitment Request I

Basic Recruit Info

Paosition Information Advertising Plans

Posting Information Attachments Approvals

Position Information

Position Number 00007234

Job Information

Admin Analyst'Spelst 12 Mo

Job Code 1038

RegularTemporary Regular

Grade 3 Step
Standard Hours angp  (perweek)
Title Training & Support Lead

Find | view Al First ) 1 or 1 [P Last

Effective Date 06/11/2008

FLSA Status Exempt

Ending Date of Appointment

FulliPart Time Full-Time

Union Code R09 CSUEUTech
FTE 1.000000

Short Title AAIS EN

CE8U Position Data

Work Location

Department 1207 CMS Project Office Location Code 0042
Reports To 00004921 Carrie Medders
Dot-Ling
Back Continue Return to List Save farlater Submit
T e TP T PP LSNP L S P e T e
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The Advertising Plans page
displays.

9. Review advertising
information:

e Click to View
Standard Advertising.

e Other Advertising
Options: Lists any ads
paid for by the
department.

10. Click Posting
Information.

Advertising Plans

Job Opening Requisition ID 101 Print Recruitment Request |
Basic Recruit Info Position Information Advertising Plans Fosting Infarmation Aftachments Approvals

Other Advertising Options - Cost paid by hiring department view Al First 4] 4 or1 [M] Last

Marketing ID Description
1 2 Craigslist.com

Click to View Classified Ad Requisition

If you are ready to place a paid ad, complete the Classified Ad Requisition and submitit as an attachment.

|
|
|
E

The Posting Information
page displays.

11. Click Attachments.

Back Continue Return to List Save forlLater Submit |
A A AR il b ot g T RN b, ARSI Aot e, A R ST AR A e
4
Job Opening Requisition 1D 101 Print Recruitment Request | ?
Basic Recruit Info Fosition Information Advertising Plans Fosting Infarmation Aftachments Approvals %
Posting Title Training & Support Lead (% =Required Field)
Job Descriptions Find  First ' 140r4 [F] Last
Description Type Ahout the Position *x Help
Description |This i a test position. =] {
= ¢
Description Type Education and Experience * Help i
Description |This is atest position. ;l J
B e e I e T TPt SR S PP L B N P
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The Attachments page
displays.

Job Opening Requisition ID 101 Print Recruitment Request |

Basic Recruit Info Paosition Information Advertising Plans Posting Information Attachments

12. Click the File Name link to

¥
i

H Recruitment Request Attachments

view an attachment. L IISS—S—_—_—_—— I

13 CI|Ck the Continue button JCellini 052004 .doc Fosition Description 06/11/2008 2:23PM  Edit Attachment m {

to move to the next step, [H add attachment j

or CIiCk the Approvals Ilnk Back Continue Return to List Save forLater |

I T P P Ot Sy S N SR
The Approvals page
) p p p g Job Opening Requisition ID 101 Print Recruitment Request |
displays. I
Basic Recruit Info Basiticn Information Advertising Plans Posting Infermation Aftachments Approvals
14. Click the Approve button.
Inititally Submitted for Approval 06M11/08 2:27:52PM Originator Carrie M Medders - CHMS

RecruitmentRequestApproval

- RecruitmentRequest:Pending

RecruitmentRequestApproval

b
¢
i
Approved Self Approved Pending j
Locked act, superop-Jinderson » Carrie M Medders - CMS » Warilyn Radisch 4
‘Workforce Planning “I‘1ansg&r,t-.pprc-.'alLeuel1 GI.1ansgerApprn-.-alLeuslz _E \
5/11/2008 - 2:34 PN £/11/2008 - 2:34 PM j
Comments: =] J
Approve | FPushback | Deny |
Back Gontinge | Return to List | Save forlater Submit
Lo stmm, 08 20t b SOOI s AR e | R b e A s
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A fully approved request
displays.

Note: At any point in the
process, you can click the
Print Recruitment Request
button to generate a Word
document summarizing the
recruitment.

15. Click the Print
Recruitment Request
button.

The Recruitment Request
Summary report displays.

This document summarizes
the recruitment information
from the various pages in the
online recruitment request.

Job Opening Requisition ID 101 Frint Recruitment Request

Basic Recruit Info Faosition Information Advertising Plans Fosting Infarmation Aftachments Approvals

Recruitment Reguest Approvals

Inititally Submitted for Approval  06/11/08 2:27:52PM Originator Carrie M Medders - CMS

RecruitmentRequestApproval

= RecruitmentRequest: Approved

RecruitmentRequestApproval

Approved
Locked acl superop-JAnderson
Workforce Planning
&/11/2008 - 2:34 P

Self Approved
» Carrie M Medders - CWM3
¢ Manager Approval Level 1
6/11/20086 - 2:34 P

Marilyn Radisch
Manager Approval Level 2
5122008 - 9:34 AN

Wit o ot 0 W, s, Bt . . M A, M i o Bl it Bttan el -

Comments:
Back Continue Return to List Save Torlater Submit |
S e T TR B T e PP
P | Recruitment Request: 4
Recruitment Request SUMmMAry| o;  somare anayst i Trainer i
5
Position information
Department ID Department Name
1207 CMS Project Offica ;
[Replace Existing ployee with NO Changes to Duties 3
MPP Position: No
Employee ID: 000008607
Name: Kristina Luna
Position Number: 00000943 H
Contact Type Name [Telephone [Extended Zip Email Addre
Primary Contact jifd 455 4 hdunkle
Hiring Manager. Jika 4os 4 hdunkle
@
Type Of Appointment
Jobcode: 0420 FLSA Status: Exampt
RegularTemporary: Regular Ending Date Of Appt: |
Grade: 2 FulliPart Time: Full-Time
Step: 0 Union Code: Roa
Standard Hours: 40 FTE: it
Title: [Software Analyst/ Trainer jsmn Title: ITcc
Reports To: 00005748 Marilyn Radisch Dotted Line: no004921C
Extended Zip: fo42

Bl
C SU Position Data
FUNGING fOL POSIBOMAIINC: . oy o st 2os s HRRIA0 L 1800 AR s e B BN e M s st o s sl st
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