HOW TO APPROVE A PENDING ACTION
1. If an action requires your approval before it can be forwarded for action/completion, you will receive a system-generated email (from hr@peopleadmin.com).  You will need to know your user type/level and be familiar with the route approvals to proceed.  [Flowcharts for each action can be viewed under the “PeopleAdmin User Guides” on the HR website.  You may contact HR if you are uncertain of your user type/level].

2. On the left-hand side menu under “Job Descriptions” click on “Pending Actions.”
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3. If the e-mail notice provided you with a position number, enter it.  Or, if multiple departments report to you, entering the department name may be helpful.  You may enter data to one field, both fields, or neither field.
4. Click on “Search.”
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5. Locate the correct entry and click on “View” under the classification title.
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6. Review the action.  If you need/want to make edits or add comments, click on “make edits/comments” at the top of the page.
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7. Once your review, edits, and/or comments are completed, click on the appropriate “Action Status” to either return to the previous user or to forward to the next level of approval.
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8. Click on “Continue.”

9. Click on “Confirm.” 
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