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New Position 
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Ensure  User  Group  is  Set  to  

�´�+�L�U�L�Q�J�����0�D�Q�J�H�U�����²���6�W�D�I�I���$�G�P�L�Q�µ��

Look for this box in the top right corner of the screen: 
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�(�Q�V�X�U�H���6�F�U�H�H�Q���L�V���6�H�W���W�R���´�3�R�V�L�W�L�R�Q�V�µ���0�R�G�X�O�H  

Look for this box in the top left corner of screen: 





�� �� �� ��

7��

�&�O�L�F�N���´�&�U�H�D�W�H���1�H�Z���3�R�V�L�W�L�R�Q���'�H�V�F�U�L�S�W�L�R�Q�µ  
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Action  Summary: Review  Position  and  Edit  as  

Appropriate  or �0�R�Y�H�����3�R�V�L�W�L�R�Q�����W�R�����´�+�5�����,�Q�L�W�L�D�O�����5�H�Y�L�H�Z�µ�������8�V�H����
Orange  Take  Action  on  Action  Button) 
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Next Steps:����

� HR will review position requisition and input Position
Number and Salary Range for position at which point
HR will either:

(1) Send the position requisition back to the Hiring Manager for 
edits/clarification 

OR 

(2) HR will forward the position requisition to the Approving 
Authority for review and approval 
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Review of PeopleAdmin Approval Process����

� Hiring Manager initiates requisition in PeopleAdmin

� HR Initial Review (Compensation Review/JDQ Review)

� Approving Authority

� Budget

� Area VP

� �9�3���R�I���)�L�Q�D�Q�F�H�����3�U�H�V�L�G�H�Q�W���V���&�R�X�Q�F�L�O��
� HR Final Review (Position Posted Externally)
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