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CREATING THE HIRING PROPOSAL(S): 
 

Click on the Finalistôs (Campus Interviewed ï Recommended for Hire) name: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

In the upper right-hand corner, click on the green ñStart Staff Hiring Proposalò link 
 
 
 

 
 
 
 
 

 

Itôs possible that the Hiring Manager may have more than one position they are hiring for, 
so be certain to select the correct button next to position description, and then click on the 
ñSelect Position Descriptionò tab. 





As the Hiring Proposal is the electronic version of the Pay Action Form, the HM will also 
enter the candidateôs current and/or former position, proposed salary data, effective date 
for new position etc.é 

 

 
 

 
 
 

Instances where the budget will need to be adjusted, the HM will complete the ñBudget 
Information ï Authorization to Transfer Funds,ò as well as, the ñTransfer Funds Fromò 



 
 

 



The next screen is where the hiring proposal documents will be uploaded. These 
documents include the Reference reports (2 required from current and former 
supervisors) etc.é By clicking on the ñActions



A ñTake Actionò button will appear with further instructions: 
 

 
 

If the HM has selected to move the Hiring Proposal to the BUD, they will receive an 
email notification that the Hiring Proposal is ready for review. The BUD can edit the 
proposal or by clicking the ñTake Action on this Posting,ò they can continue working 
on the Hiring Proposal, submit it to the HR Recruiter for initial review, or Return it 
to the HM. 

 
 

 
 
 

The HR Recruiter will review the Hiring Proposal and submit it to the HR Director 
for review and approval. Once approved by the HR Director, the HR Recruiter will 
send an email to the HM to make verbal offer to candidate. 

 

 
If the candidate accepts the verbal offer, the HM will return the email and the 
Hiring Proposal back to the HR Recruiter. 

 
 

If the candidate declines the verbal offer, the HM will return the Hiring Proposal 
back to HR noting that the candidate has declined the offer. 

 
 
 

The HM will make the decision to initiate a Hiring Proposal for an alternate 
candidate or advertise the position again. 


