UNIVERSITY OF . g .
CENTRAL MISSOURI How to Approve a Job Requisition in NEOED
HUMAN RESOURCES

You are a member of the Requisition Approver Group, and you received an email notification asking you to act on a
new job requisition. You must review, approve, deny, put a requisition on hold, or add relevant information.

Message From NEOED Insight: Requisition Approval Action Required (Exsmal) inbox

info@neced.com

@
. to me v

=% NQTE: This email was sent from NEOED ==

PLEASE DO NOT REPLY TO THIS EMAIL

If you reply to this email, your reply will "NOT” be read. Instead,
please contact the individual(s) listed at the bottom of this email
if you have questions.

..................

Hi Cory,

Requisition# 202400012 has been created on 08/09/24 and requires your approval now.

Class Title: Senior Strategic Human Resources Partner

Working Title: TEST REQ DO NOT APPLY Senior Strategic HR Partner
Desired Start Date: 09/03/24

Division: Human Resources

Department:

Hiring Manager(s).

Cory Wicker cwicker@ucmo.edu

Tao view the details of this requisition, please go to https:/flogin. neoed. com/authentication/saml/loginfucmo

If you have any questions regarding this recruitment, please contact:

Lindsey Graham (Criginator)
Irgraham@ucmo edu

There are (7) main approval workflows (see the full list in Appendix, page 6).

1. Login
o Goto URL: https://login.neoed.com/loginwithsso?siteCode=IN
o Gotto URL: https://login.neoed.com/authentication/saml/login/ucmo and use your Single Sign
On login credentials to log in. If prompted, UCMO is the employer code.

< Back to Login Page

Login With SSO

Employer Code

‘ UCMO ‘
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https://login.neoed.com/loginwithsso?siteCode=IN
https://login.neoed.com/loginwithsso?siteCode=IN
https://login.neoed.com/authentication/saml/login/ucmo

a8 Dashboard v Q Search

2. The new unified Dashboard opens with pending tasks for recruiting approval.

Hint: If you get lost while navigating, always click the unified Dashboard icon at the top left corner.

|I # Dashboard I Dashboard
E Tasks
=, People Tasks View All (1)
To-Do (1)

W Performance

Q Training View my tasks related to: Myself My Dire
3 »

[£] Recruiting

[ Onboard I:> [% RECRUITING - APPROVAL Due 08/16/24

B Forms CW  Requisition: TEST REQ DO NOT APPLY Senio..

nl Reports Department: Human Resources

a

3. Click on the Requisition title to open.

[+ RECRUITING - APPROVAL

CW

Due 0BM&/24

Requisition: TEST REQ DO NOT APPLY Senio...

Department: Human Resources

4. The Approval screen opens.

o Action buttons are on the top left area.
o Workflow status is on the right pane.

Requisition Approval

TEST REQ DO NOT APPLY Senior Strategic HR Partner (202400012)

[ [ om ][ wea ]

Requisition Details

Requisition Number

202400012

Title
TEST REQ DO NOT APPLY Senior Strategic HR Partner

Class Spec
Senior Strategic Human Resources Partner

Job Type
Exempt Staff Full Time

EEO/Census Data Template
N/A
Status

In Progress.

Desired Start Date
09/03/2024

Division

Human Resources

Department
N/A
Vacancies

1

List Type
Regular

Owner

Precious Graham

Hiring Manager
Cory Wicker

Did you review the position description before posting?

Yes
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Approval Timeline

Pending
L1

AVP of Human Resources

Pending
2]

VP Finance and Ops

Pending
=]

AVP of Budgeting

Pendin.
o g

HR Partner
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Actions
You can put a requisition on hold, approve, or deny.

Hold: Ifyou need more time to decide, place the requisition on hold. Click Hold and add optional comments to let
other stakeholders know why.

e Important: You may put the requisition on hold and ask the originator for minor corrections. For significant
errors (department, division, hiring managers, workflow, etc.), deny and return the requisition to the
originator for correction.

Approve: Click Approve, add optional comments if needed, then Submit.

Requisition Approval
TEST REQ DO NOT APPLY Senior Strategic HR Partner (202400012)

Em

Comment (Optional)

Add a comment

Deny: Deny if any requisitions details are wrong.
e Important: Always enter a reason in the approval comment box.

e Important: Always check the workflow to ensure appropriate approvers are in the workflow. See
the Appendix section. Deny if it is incorrect.

¢ You can send back one step or several steps. If the error is in the requisition details, send it back to
the first step. The originator will update the requisition.

Requisition Approval

can:e'
TEST REQ DO NOT APPLY Senior Strategic HR Partner (202400012)
* Fields are required-
* Send Back to Step Comment {Optional)
I HR Liaison - Graham Precious ~ l Hi Lindsey,
This is the incorrect FOAPAL for this position. Please also add a note in the comment section that the FOAPAL is changing to ensure all stakehaolders
are aware.
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Where does the requisition go after you take an action?

Action Approval Group

Viewable on Screen

No action, Hold Yourself My Task

step you send it back to

Approved The next approval group in the Req. leaves My Task/ “View All”
workflow
Denied The inbox of the approver onthe | Req.leaves My Task.

How to View an Approval Comment:

1. Open the Requisition
2. Click the Approvals tab.
3. Expand the individual approver’s name.

[[) Copy “ () Cancel Req

I [li Delete Req

,/\, Requisition Detail I
{ |
S TEST REQ DO NOT APPLY Senior Strategic HR Partner (202400012)

Requisition Information Approvals History

Approvals Appreval Timeline

AVP of Human Resour... Today at 3:43 PM

o Cory Wicker pending l

Approval Timeline

Today at 3:43 PM

°@

Cory Wicker denied and sent back to Precious Graham

Cory Wicker denied

"Hi Lindsey,

Cory Wicker denied

This is the incorrect FOAPAL for this position. Flease also add

a note in the comment section that the FOAPAL is changing fo

ensure all stakeholders are aware. "
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How to View the Approval Workflow History of a requisition you're involved
with:

1. Open the Requisition

2. Click the Approvals tab.

3. The Approval Timeline pane is on the right.

Approvals Approval Timeline

° AVP of Human Resour... & , Last Friday at3:43 PM
Cory Wicker approved on 08/12/2024 by Cory Wicker 1 Cory Wicker denied

° VP Finance and Ops ° Today at 9:25 AM

Michelle Taylor, + 1 approved on 08/12/2024 by Wilbert Hawley l Cory Wicker approved
° AVP of Budgeting o Today at 9:32 AM

Michelle Tayler, +1 approved on 08/12/2024 by Michelle Taylor l Wilbert Hawley put on hold
o HR Partner o Today at 9:33 AM

Michelle Tayler, +1 approved on 08/12/2024 by Michelle Taylor l :

Wilbert Hawley approved

e ' _ Today at 9:34 AM

Michelle Taylor approved

e I Today at 9:34 AM

Michelle Taylor approved
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APPENDIX

1. Academic Non-Grant-Funded Staff Position (Standard Academic Staff Workflow):

Sk W

Deans and Vice Provost
Provost

VP Finance and Ops

AVP of Budgeting

AVP of Human Resources
HR Partner

2. Academic Staff Grant-Funded Position:

N UTE WD

Deans and Vice Provost
Sponsored Programs Director
Provost

VP Finance and Ops

AVP of Budgeting

AVP of Human Resources

HR Partner

3. Staff Non-Grant (Standard Staff Workflow):

an

2
3.
4,
5

VPs and General Counsel
VP Finance and Ops

AVP of Budgeting

AVP of Human Resources
HR Partner

4, Staff Grant-Funded Position:

QUTE WD

VPs and General Counsel
Sponsored Programs Director
VP Finance and Ops

AVP of Budgeting

AVP of Human Resources

HR Partner

5. Faculty Standard Workflow (Formally Under Forms A and B)

1.

2.
3.
4.

Dean

Provost

AVP of Human Resources
HR Partner

6. Graduate Assistant Position:

1.
2.

7. Student Position:

Dean
HR Partner

1. HR Partner
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Sample Scenario: Hiring an Office Professional in a
College.

Sample Scenario: Hiring an Onsite Worker for the
Butterfly Grant

Sample Scenario: Hiring an Integrated Marketing
Specialist in the Integrated Marketing and
Communications Office.

Sample Scenario: Hiring a Project Manager funded
by a grant with a specific end date.

Sample Scenario: Chair initiates a search for a
faculty member.
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