HOW TO APPROVE A HIRING PROPOSAL
1. As a “Level 1” user, your approval is required for certain proposed salary offers.  You will receive a system-generated email (from hr@peopleadmin.com) to notify you when a hiring proposal is in your queue.

2. On the left-hand side menu under “Job Postings,” click on “Search Hiring Proposals.”
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3. Enter the position number (from the email notice).
4. In the right-hand column of status listings, click on “Check All.”

5. Scroll down and click on “Search.”
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6. Under the “Classification Title,” click on “View.”
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7. Click on “Make Edits/Comments.”
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8. Review the hiring proposal.

9. Click on “Continue to Next Page” (or click on the “Supplemental Documentation” tab at the top of the page).
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10. Under the last column, “View Document,” click on “View” for the step exception entry.
11. Review the step exception memo to confirm that it is appropriate for this hire.  You may need to discuss with the hiring manager if you have questions or concerns.
12. Close the document.  Click on “Continue to Next Page.”
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13. In the “Level 1 Comments” field, enter your comments—including whether or not you approve of the salary exception. [Please Note:  Hiring proposals that are returned to HR with no Level 1 Comments are assumed, by default, to be approved].

14. Click on “Continue to Next Page.”
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15. Click on “Continue to Next Page” again.
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16. Confirm that the button “Send Hiring Proposal to Human Resources” is checked, then click on “Continue.”
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17. Click on “Confirm.”
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