Online Vacancy Creation Approval Form

Guidelines for Approvers

This document contains guidelines for the approval or rejection of the online vacancy
creation approval form to request a job to be advertised.
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Overview of the process for the online approval
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Approving the vacancy request

Once you have received the email advising you have a vacancy request to approve, you can click on the link in the
body of the email to approve or reject the request. The email will have the form attached that the hiring manager
has created and any forms they have uploaded such as job description. The body of the email will have any notes the
hiring manager has added.

FAO Head of School Operations - Approval for a New Vacancy - HUM-020143 - Tester - Oxford Road

To Humsfinanceapproval

@ The University of Manchester <DONOTREPLY-UoM@®@jobtrain.co.uk>

e Requisition_235992cc84fd4184e41fd9c658c5ac802d289110009305AM.htm
10 KB

Dear Approver,

You have been requested to authorise the following recruitment.

Full details are attached, however, a summary of the vacancy details are provided below:-
Tester

Oxford Road

1

£24,000-£25,000

Humanities
35 hours

Please review the details, select the “Approved” or “Reject” button and add your name to the 'Requisition Comments' box to provide your vacancy approval.

Please note that if your name is not included in the requisition comments box the vacancy request will be rejected by the Recruitment and Resourcing team.

Approved Reject Preview Advert




Requisition Approvers

Last Name SobTitte Type status Sent On Approved On

Requisition Notes

Date Time Added by

2022.08-23 140429 Approver Finance PS

The approver can also see in this section the status of the approval process so they can see who has approved before
them.

When you click approve, it will open the approval comments box, you need to add comments that you approve the

vacancy, and you must ensure you also add your name. Click approve again. /\

JOBT \/
SAE-019491 / UAT Test (DO NOT USE) Top Tip ;
[Requisition Comments Please ensure you add

your name to the
<4+ comments box when

you click approve.

vacancy Raised By: Michasl Dlaty
Requisition Approvers

FIRST NAME LAST NAME

Job Notes

The next approver will receive an email they will be able to see the same as the first approver along with any
comments that approver has added. Once approved the final approver will receive the request, again they will see all
the details the first two approvers can see, along with the comments added by the approvers. Once it has been fully
approved the final email will be sent to the recruitment team who will check the request and if they have everything
they require, they will start their process of creating the vacancy and liaise with the hiring manager.

The hiring manager will receive an email advising the request has been fully approved.

Multiple Funding Approval
Some vacancies will have multiple funding codes and these codes could have different budget holders.

The vacancy request will only be sent to one shared mailbox per level of approval via Jobtrain and for multiple
funding they will be approving on behalf of the other budget holders. It is important that evidence of this other
approval is documented. You can do this in two ways

e You can add notes into the comments box stating who the other approver(s) are and that they have
approved the request
e If you have an email from the other approver (s) you can add a link to this email into the comments box

Save the email confirming the approval into your one drive, right click on the saved emailed and copy link. Click in
Settings

© Link copied
People with existing access can use the link. &8 Settings




and select people in the University, to ensure the link can be accessed.

Sharing settings -
approval matrix shared mailbox for Research Bus Eng.msg

Share the link with

(&) Anyone®
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e in The Universi..of Manchester @

'\'IfiE"I:'dl on account required

Share wit

(2) People with existing access ©
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T Can view

%, Block download @ ) off

Apply Cancel

Click Apply.

The link can now be added into the comments box of the approval email after you click approve to open the
approval comments box. Remember to add your name as well. Enter the information and click approve. The next
approver will receive their email to approve, and they will also be able to access the link should they need to.

O
JOoTrrain

AnonymousUser.ApprovingJob : BMH-020431/ Admin post MM Test
Requisition Comments

Link for approval by other budget Holder - Michelle Rowlands
https://livemanchesterac-my.sharepoint.com/:.u:/g/personal/julie_penning_manchester_ac_uk/EYQvPa4tgnIMjq8iEERRIBIBE4AODaPiPNEpgKHIZ3ECOKtA?e=U9610x

Approved by Julie Penning




Rejecting the vacancy request

Before you click reject, you should first contact the hiring manager to see if they can provide further information you
may need to enable you to approve the vacancy.

If you do click reject at first, second stage or third stage of the approval process, you need to add comments as to
why you are rejecting the request, and you must ensure you also add your name.

DOPO-019528 / UAT (do not use) Tester

Requisition Comments

Reject

Requisition Approvers

The hiring manager will then receive an email advising them the vacancy has been rejected, why it has been rejected
and what to do. If the form is to be resubmitted, then all approvers will receive the form again to approve.

Dear Julie
Hums Finance has selected not to approve the above vacancy. Please contact them directly for further information,

Please note that a HR delegate may have updated this on behalf of the approver

User Comments TOP Tip
Always put a reason for
Requisition Not Approved - HUM-019530 - UAT (do not use) Tester assistant rejecting along with
your name so the hiring

Requisition User: Hums Finance manager knows the
Comments: The job is different to what was agreed prior to being submitted please gyise reason for the rejection.

Kind Regards
Recruitment Team




