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Quick Reference Guide — Approving a PD (HR Only)

[u] Manager Activities

Step 1: !

On your home page, under the Manager @
Activities menu, select Jobs Awaiting

your approval. @

Step 2:

On the Manage approvals tab, click Mﬂnﬂgﬁ' EPPI'WENS

View for the position you are reviewing ) .

for classification. Date raised Job No. Job title =
Grade: @ e

Mo grade selected

Name: Number:
Search
Name = Number I
Adjuct Faculty Credit 1 CR_01
Step 3:
, ) . Adjuct Faculty Credit 10 CR_10
After you've reviewed the position and
have determined its classification, select Adjuct Faculty Credit 2 CR 02
the appropriate Grade. Click on the _ Adjuct Faculty Credit 3 CR.03
binoculars to search for the appropriate
© rade Adjuct Faculty Credit 4 CR 04
Adjuct Faculty Credit 5 CR_05
Adjuct Faculty Credit 6 CR_06
Adjuct Faculty Credit 7 CR O7
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Grade information:
Okay Cancel
Step 4: T
. . . Classification:* 8 2
Select the appropriate classification for
the position. Click on the binoculars to W G s e

search for the appropriate classification.



Step 5:

Select the appropriate FLSA Exemption
Status for the position.

Step 6:
Select Approve or Decline for the
position.

Step 7:

If you select Decline, you will need to
select a reason to decline the job and
add additional comments.
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Many Traditions One Alaska

Classification number: Classification title:
Search

Classification number Classification title = 3
01201 Administrative Generalist 1

01202 Administrative Generalist 2

01203 Administrative Generalist 3

01204 Administrative Generalist 4

09010 Administrative Generalist 4 (E)

01001 Administrative Management 1

09005 Administrative Management 1 (NE)

01002 Administrative Management 2

Records 1 to 8 of 372
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Classification information:

Okay Cancel

FLSA Exemption Status:

Exempt
JOB DUTIES Non-Exempt
Save a draft Approve Decline Cancel Spell check

Please select a reason as to why the job has been declined:*

Select oo
Additional comments:
Save Cancel

¥ Select

Funding changes

Not approved |/
No longer reguired

More information required
Reorganization

Request no longer valid

Other



