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Getting started: logging in to the system

All LSE staff have access to the system using their LSE username and password. New staff
members will have access to the system once they have signed their contract with the School, and
have received their LSE username and password.

1. Open a browser and type in the URL https://jobs.Ise.ac.uk/secure/ShibAuth.aspx
You will now see the LSE screen below.

Enter your LSE username and password in the log-in box

LSE Identity Provider

Login using your LSE username and password:

Username: |

Password:

LOGIN

Fergot username or password | Login Help | Cookies?

LSE Central Authentication Service

For security reasons, please LOG OUT and CLOSE ALL browser windows when
vou are finished accessing services.

You will then see a page like this:

Home Panel Home Search Interviews FAQs

Approval Reguest

Reports

Candidates per Application Stage “|| Search and Filter Applications -~
vacancy Live Status: (@) | Al R} Channel | Al Channels -|
Active Stages. New overall || jop Type .
¥ LA |
Registered not submitted 04
Area Al -
Hew submitted appiic ation/shortiisting 0 1 ! !
Withdrawn Applic ation 2 || Sub-Area | A M|
Regret after shortisting o 181 || salary 5 -
| |
Invite to interview o 2
Wacancy Type Al h
Interview confirmed o 3 ! !
Regret after interview o 3 || ContractType | Al M|
Wiritten offer accepted, new starter form complete o 2 || Mode of work 5 -
| |
Total o 288
Method of |2 -
~]| Recruitment B
Number of Applications by Vacancy “ Grid Settings HR Adviser Hame | a1 -]
vacancy Live Status: (@) | All || vacancy Staws: Al > | vacancy HR Agministrator | -
Vacancy S _ Name e
Title: Vacancy 1D Clear Search
Live Closing
~
Vacancy Name otatus STAUS O New  Overall | Schedules |
: 7
[# HR Manager, Pensions Administration LNEC"‘:" heretosort )y 13 | Approved Vacancies |
Not
[# HR Adviser Intervie 19/02/2 o 5
Live
Not o
[# HR Administrator Offer 2140272 270
Live
- 3
[ (a1 ] e ) [p]  Pagesee 10 3items in 1 pages
Search Candidates -
etvanc s Search
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All LSE staff have recruiter access to the system. This means that you can request and create
vacancies for your department and you will be able to see the progress of those vacancies

throughout the recruitment process.
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The request to recruit

1. Log in to the system by typing URLhttps://jobs.Ise.ac.uk/secure/ShibAuth.aspx
Enter your LSE username and password.

You will then see this page:

Professional Services Research

FAQs

Academic

Approval Request

‘Vacancies Interviews

Home Panel Home My Settings

A
Number of Applications by Vacancy “ Grid Seftings
Vacancy Live Status: @ All [~ “acancy Status:| g [~ Wacancy Titls: “acancy IO
Mo records to display.
Candidates per Application Stage “|| Search and Filter Applications A
\acancy Live Status: (@) | an | Channel | &l Channeis -
Active Stages New Owverall Job Type | -
Mo records to display.
Total 0 g || Area | At v
n Sub-Area
Search Candidates 2 Al M|
5 -
alary | |
Advanced Search
Vacancy Type | an |
Contract Type | an |
Mode of Work -
ode of Wo | an |
Method of | an |
Recruitment
HR Adviser Name | an |
HR Adminigtrator | an |
MName
Schedules v

2. Click on the Approval Request tab and select the Request to Recruit menu option.

Academic Professional Services

Home Panel Home My Settings Wacancies Approval Request Interviews FAQs

Request To Recruit

Number of Applications by Vacancy

Wacancy Live Status: @ All A “Wacancy Status:| 4y hd Wacancy Title: “Wacancy 1D



3. Click New Request.

Home Panel Home Iy Settings ‘Vacancies Approval Request Interviews FAQs

Recruitment Authorisation Request

l New REQI..I est Click to enter the relevant manager to approve your vacancy
I

1D Workflow MName Definition Current step

4. Select the category of post that you are recruiting to from the drop-down list

Academic Professional Services Research

Home Panel Home My Settings (

Recruitment Authorisation Request Please select any filters that you would like to usge to help locate the appropriate
approval workflow:

Job Type
New Request Clic All i
All

D Workflow Name Defir Academic/Teaching tus
o records to display. Hourty Paid
] Professional Servi
LN | m (| M Page size: | 10 rotessional servies Ditems in 1 pages
— Research

5. Then click the Select Workflow button.
In this example, we are recruiting to a professional services post.
6. Click on the correct workflow definition from the list.

Start New Workflow

‘Workflow summary information

Workflow Definition: e

Please choose
Name for the new workflow: Professional Services — Mew Post

Professional Services — Replacement Post (like for like)
Professional Services — Replacement Post with Changes
Second Funds Check — Offer above 2 increments

Second Funds Check — Offer within 2 increments
ST

e If you are recruiting to a new post, select Professional Services — New Post option.

e |f you are looking to replace a post and do not wish to make any changes to it, click on
Professional Services — Replacement Post (like for like) option.

e If you are looking to replace a post and wish to make changes (for example, changing the

number of hours, or making it fixed-term) click on Professional Services — Replacement
Post with Changes.




7.

Give your workflow a name by entering the job title into the Name for the new workflow
field:

‘Workflow summary information

Workflow Definition:

Professional Services — New Post

Name for the new workflow:

four email address
HoD email address
Funding email address =
HR Adviser (for Hera evaluation) email -

address
HR Systems email address

Start workflow

10.

11.

Enter your email address so that you can receive system natifications during the process

Enter the email address of your HoD (Head of Department/Institute/Centre or Service
Leader). He or she will receive a natification informing them that this vacancy has been
created. He or she will not be required to take any action, unless they do not want the
vacancy to be advertised.

Enter the email address of the person who is authorised to approve the funding for
this post:

a. Cash-based budgets, MSLs and Replacement Teaching budgets are approved by
the Finance Division — see the Finance Division’s Who's Who for a contact list.
Research budgets are approved by the Research Division — see the Research
Division’s Who's Who for a contact list.

Enter the email address for the HR Adviser for your Department/Institute/Centre or Division
— see the HR Who'’s Who for a contact list.

Please note:

HERA Evaluation is required for all new professional services roles or those that have significantly
changed. HERA Evaluation is not required for academic, research or LSE fellow roles that are
based on the existing School role profiles.

It is essential to choose the correct email addresses from the drop-down list as the system will
send the vacancy to these individuals for approval when the vacancy is created. If you are not
sure about the names of you funding approver, or your HR Adviser, please double-check them
beforehand. Selecting the incorrect funding approver or HR Adviser could delay the publishing of
your vacancy.


http://www.lse.ac.uk/intranet/LSEServices/financeDivision/whosWho.aspx
http://www.lse.ac.uk/intranet/researchAndDevelopment/researchDivision/whoToContact.aspx
http://www.lse.ac.uk/intranet/researchAndDevelopment/researchDivision/whoToContact.aspx
http://www.lse.ac.uk/intranet/staff/humanResources/Home.aspx

12. Click on the Start workflow button.

You will then see the Vacancy Approval Form, where you will need to enter the details of
the post.

e it | e ancies | ApprovalRequest | Interviews | Reports | FAQs
:
s Vacancy Approval Form o @
Details of Post
Job Title * Recruitment Manager
Area® Human Resources =
Sub-Area Human Resources =
Salary Range * SBUE: £33,784 - £40867 |~ |
Additional Salary Options Supplement ) One-off Payment L) Enhance Research Allowance ®) Not Required
If an additional salary item is required.
please state the amount and the reason it is
required 4
Is this a full-time post? * ® ves O no
If part-time, please state hours of work each
4

Is this post fixed term? * Yes ® no
If Yes, please state the reason for fixed term Selec =
:mm:ﬁ Please Select ]

The reason should be a legitimate reason for using a fixed term contract. Contact your HR Adviser to confirm

If Yes, please state the length of the fixed
term appointment

If yes, please state the end date of the
appointment
Estimated start date of the post * 01-06-2016 .

by AR

| 232 tems in 24 pages

i} {234557351D -~ kM Pagesize:| 10 -

The form has been designhed to be straightforward and easy to complete. However, if you are not
sure then please do ask your HR Adviser for guidance.

13. Complete the fields in the Details of Post section. Mandatory fields are marked with an
asterisk (*) and you will only be able to proceed when all of these fields are complete.

Home | Search My Seftings | Vacancies Approval Request | Interviews Reports FAQs
S Vacancy Approval Form o @
Details of Post
Job Title * Recruttment Manager
Area® Human Rescurces =)
Sub-Area Human Resources =
Salary Range * SBUS: £33,784 - 40BET |7 |
Additional Salary Opticns Supplement ) One-off Payment () Enhance Research Alowance ¥ Not Required
If an additional salary item is required,
please state the amount and the reason ftis
required £
Is this a full-time post? * ® ves Mo
If part-time, please state hours of work each
-
Is this post fixed term? * ves ® o
It Yes, please state the reason for fixed tem| pieage sejeet -
contract 17

The reason should be a legitimate reason for using a fixed term contract. Contact your HR Adviser to confirm

It Yes, please state the length of the fired
term appaintment

Ifyes, please state the end date of the
appointment
Estimated start date of the post * 01-06-2018 .

Please ensure that you enter the correct details as this is the information the funding approver will
see when he/she is deciding whether to approve the post.

LSE



Funding
Now complete the details in the Funding Section.

1. Upload (up to three) attachments that are relevant to the funding of the post. This could be
a business case requesting additional resources, emails, and/or other documents which
describe how the funding has been allocated for this vacancy.

E Vacancy Approval Form ]
Funding

There must be sufficient funds for the duration of the contract and the % must total 100%

Please provide additicnal information to explain where the funding is coming from for this post. Please upload any additional documentation, for examples emails, business
cases etc if you have it

Funding decumentation | Browse |
Funding decumentation | Browse |
Funding decumentation | Browse |
Source of Funding * |Please Select | ¥ | |Ifother, please speciy

2. If you would like to attach a document, select Browse to choose the document from your
PC or external drive. When you have selected the document, click Open

..« Data » UAT » Funding - Search Funding P
Organize - Mew folder = - 0 @

<% Favorites Mame Date modified Type

| Business Case for Funding.docx 21/12/2015 16:08 Microsoft W]

Lol Computer
&, Local Disk (C))
® PEDDER MWSTAFF.LS
5@ pdrive (Vadminshar
a App Virt (Q:)
¢ pedder (\\W158.143.22
5 Applications Server |

'?j Metwork

4 I

File name: Business Case for Funding.docx




3. Then click the Upload button. The document will appear in a box underneath when it is
uploaded.

4. If you wish to delete the document you have just attached, click the red cross next to the

document.
@ Vacancy Apgroval Form a
Funding -

There must be sufficient funds for the duration of the contract and the % must total 100%

Please provise adibonal nformation 1o explain where the funding & coming fom fof this posl. Please upload any additional documentation, 1of examples smais, business
cases ele if you have it

Funding documentation

Browse
Uploaded Documents
Document Name Date Dedete
. HHZHNE
Business Case for Fu.. 16:13:09
Funding decumentation Browsa
Funding documentation Browse
Upload
Source of Funding * Piease Select - I oiher, please specify

If ther, please clarty

5. Ensure that you enter the correct budget code in the field. If the post is funded by a single

budget, please enter the full budget code into the Budget Code 1 field, and 100% in the
Budget Code 1 % field.

6. If the funding is split across more than one budget, please state all budgets that are
funding the post in the fields and the percentage of the funding.

In the example below, the post is being funded by two budget codes as a 50:50 split.

5 Vacancy Approval Form —
= addtional information to explain where the funding is coming from for this post. Please upload any addfional doc umentation, for examples emails, business -
ave it
Funding documentation Erowse
Upload
Funding documentation —
Upload
Funding doc umentation —
Upload
Source of Funding * Cash Besed Pay Budget | v | [ other, please specity
If other, please clarify
If the post is split funded, please provide budget code & appropriate % amounts
Budget Code 1° GS-1-ABC-1234-56789 Budget code to be i the format of Xx-1- X0 XX XX00K in all oscurences
T
Budget Code 2 GE-1-XvZ-8876-54301 Budget code to be in the format of 'XX-1-X04 XK J0G00C in al occurences
ED]
Budget ¢ ode o be i the format of XX-1-XXX-XXXX-XXXXX' in all occurences
Budget ¢ ode o be in the format of XX 1 XOLIOCCLIOCOCK in all gccurenc es
S — —

Please note:

Budget codes follow the following format — i.e. XX-1-XXXX-XXXXX. Please ensure that you

include all digits so that the vacancy is attributed to the correct budget code when it is set up on the
HR System.

LSE °



If you are unsure of the budget code(s), please contact your funding approver for advice.

7. Ensure that you select the correct source of funding from the drop-down list.

Vacancy Approval Form a
I Source of Funding * I Please Select hd If other, please specify
If other, please clarify D S
Cash Based Pay Budget
Budget code
MSL

If the post is split coded, please proviide | Substitute Teaching Account

Replacement Teaching
Budget Code 1

Budget
Budget Code 1% Outside Funds
Budget Code 2 Research Grant

Other

Budget Code 2 %

Budget Code 3

Budget Code 3 %
Budget Code 4

Budget Code 4 %




Advertising

Complete the fields for Advertising Information.

1. Click calendar icon to specify the advertising and closing dates.

When completing the bear in mind HR’s service level agreements (SLAs) for publishing
vacancies. It can take a few days to receive funding confirmation and it can take up to 5
days for the job evaluation to be completed. If there are any queries, or if further information
is required, this will increase the time needed for approval to be given.

2. Tick all relevant boxes to specify where you would like to advertise the post/vacancy.

Vacancies are made available to those on the Redeployment Register (those who are at risk
of redundancy) in the first instance to and then, in cases of band 3-6 professional services
roles, the vacancy is advertised internally only and then externally on the LSE website.

Vacancy Approval Form a

-

Advertising Information

Planned Advertising Date * 04-01-2016
Planned Closing Date * 14-01-2016

Place of Work * Houghten Street, London V| =
L1

Iz this post subject to a Disclosure and

rfes (@
Barring Service (DBS) check * fes No
Name of person this post reports to * Micola Wright
#| Jobs ac.uk
Guardian Online
Where would you like to advertise this LSE Internal Cnly
post?

LSE External Website

If other, please specify

Reason for Advertising * | Mew post due to funding| =]

Please confirm the budget code for any
additional adverts

Please confirm the maximum spend for any
additional adverts

Please confirm the budget holder for the
additional adverts

Number of person specification Please Select -
competencies * L
-
Please note:

There is no cost to advertise on the LSE website. If you would like to advertise the vacancy
externally, please select the location that you would like to use to advertise your vacancy. HR will
pay the cost of advertising on www.jobs.ac.uk, and www.jobs.theguardian.com. However, the costs
of any additional advertising must be borne by the department. Please enter the budget codes that
you would like the costs of the adverts to be charged to.

LSE ,
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Competency headings

Now complete the details in the Competency Section.
1. Click on drop-down lists to choose competency headings that you will be using to shortlist

for the vacancy.

This information will correspond to the shortlisting grid. Remember to put Knowledge and
Experience first and include something concrete and easily measureable so that you can
use this in your first sift. That way, you can reject candidates who do not demonstrate they
meet this criterion, which will help speed up the shortlisting process for you.

S ) vacancy Approval Form o @

If other, please speciy -

Reason for Advertising * Mew post due fo project |7 |

n the budget code for any
s

.

r‘":«‘ maximum spend for any Please ensure al figures are input in the following format £000

the budget holder for the
s

Please select the competency headings that you will be using to shortlist for this post from the drop-down list (normally between 5 and 7, depending on the
type of post)

Competency headings Knewledge and Experienc: |~ |

Communic ation

Service Delvery -

Please note:

There are seven competency heading boxes on the screen. This is the normal maximum on
person specifications; however, you can have less than seven. You should only choose the
number of competencies that are relevant to your vacancy.

You can leave the other boxes blank, as in the example above.

Application form

You will need to select which application form you would like applicants to complete when applying
for the vacancy. The application forms shown in the drop-down have been created and attached to
the system.

At present, there are two:
e Academic & Senior Research
This form should be used when recruiting to all Assistant Professor, Associate Professor,
Professor and Assistant Professorial Research Fellow, Associate Professorial Research
Fellow and Professorial Research Fellow vacancies

e Professional Services
This should be used when recruiting to all professional services vacancies

More will be added as we extend the use of the system to recruiting to other vacancy types.

LSE "



Is HERA required?

1. When advertising a new post, HERA evaluation will be required. Therefore, tick Yes in the

option box.

Indicate the grade you have in mind for the post in the Estimated HERA grade field (if
known).

In the Additional Comments box, it is helpful to also indicate your reasons for this — for
example, if you already have a similar post in the team or if you only have funding for a
specific grade.

You should then attach the person specification, job description and advert to the
vacancy using the Browse and Upload buttons.

Please remember to use the School’'s standard templates for the advert, job description and
person specification and ensure that your documents are presented in a publishable format,
using Arial, font size 10. If your documents require editing or formatting, they will be
returned to you and this could delay the publishing of your vacancy.

Vacancy Approval Form )
Competency headings Flease Select | g
e
Competency headings Flease Select ;
Competency headings Please Select | kot
Which application form would you like
candidates to complete when they apply | Professionzl Services [l
for this post? *
Is HERA Required? * ®@ves Ono
Expected HERA Grade &
l_ X It is 3 similar rele to another band 5 administrator
Exnected HERA Grade - Adfiitional that we alrezdy have in the team]|
Lomments
Person Spec Upload *
Upload
Job Description Upload * B
Upload
Advert Upload * Browse
Upload
Interview Information
Planned Interview Date * E (V]



Interview information

1. Please provide the dates that you are planning to hold your interviews and the name of the

Chair, the Vacancy Manager and the Panel Members. There are 7 boxes availabe for
panel members as this is the normal maximum. However in most vacancies there are three
or four.

Note: The Vacancy Manager is the name of the person in your Department, Division,
Centre or Institute who will have access to the vacancy on the system to action tasks, but is
not a member of the panel.

You should choose panel members who are in the best position to make the appointment
decision. In addition, the School has guidelines about who should serve on interview

panels.
TIP: Please take a moment to read the guidance if you need a reminder.

Please also remember to select whether the panel member you have entered is male or
female. This means we can run reports on gender balance on panels.

S Vacancy Approval Form o @

Interview Information i

Planned Interview Date * 03-05-2016 | [EH
Chair* Sofia Avgerinou
Is this panel member male or female? Male @ Female

Vacancy Manager
Is this panel member male or female? Male Female
Panel Member
Is this panel member male or female? lale ) Female
Panel Member
Is the panel member male or female? Male O Female
L | Panel Member
Is the panel member make or female? Wale ) Female
Panel Member
Is the panel member male or female? Male ) Female
Panel Member

Is this panel member lale or Female Male ' Female

Will you be asking candidates to
complete any other activities as partof  '® Yes No
the selection process? = .

13
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3. The last part of this section asks you whether you will be asking candidates to undertake
any other activities as part of the selection process.

If you would like candidates to take a test, or give a presentation as part of the selection
please include the details in the relevant fields, as per the example below:

S Vacancy Approval Form

Is the panel member male or female?
Panel Member
Is the panel member male or female?
Panel Member

Is this panel member Male or Female

Male Female

Male ' Female

Male ' Female

Will you be asking candidates to
complete any other activities as part of
the selection process? *

It yes, please give detais

& ves Mo

Research funding body
Principal Investigator for Project

Research Project Title

Project ID number

Pre-screen guestions

confirm their eligibility to work in the UK.

Screen questions

Please specify any questions that are critical to the role that the ¢ andidate must answer to be able to apply for this vacancy. Please note. al

will be asked to

Do you currently have the right to work in the UK?
Are you proficient in writen and spoken English?
Do you have fluent written & verbal skils in the language(s) as stated in the person specification?

Do you hold the qualific ation(s) that are stated in the person specification for this post?

14



Pre-Screen questions

Pre-screen questions, or ‘killer questions’, allow you to ask questions that are essential to the post
to determine whether a candidate should be permitted to apply for the vacancy. They can be
answered with either a ‘yes’ or a ‘no’. If the candidate answers yes, they are permitted to start their
application for the post. If the candidate answers no they are prevented from continuing their
application

Pre-screen questions

Pleass specify any questions that are critical fo the role that the candidate must answer to be able to apply for this vacancy. Please note, all candidates will be asked fo
confirm their eligibility to work in the UK.

DDD you currently have the right to work in the UK?

DAre you proficient in written and spoken English?

Screen guestions DDD you have fluent written & verbal skills in the language(s) as stated in the person specification?
DD: you hold the qualification(s) that are stated in the person specification for this post?

DAre you a current member of LSE staff, a current LSE student or a current agency worker?

1. You can choose the pre-screen questions that you would like to ask each applicant by
ticking the box. If you do not wish to ask any pre-screen questions, you can leave the
boxes blank.

2. For all of the below questions, if the applicant answers yes, he/she will be permitted to

proceed to the application form. If he/she selects no, he/she will be prevented from going
any further in the process.

LSE N



What do the Pre-Screen Questions Mean?

Do you have the right to work in the UK? Yes/No
This question is useful in cases where the role does not meet the criteria for Tier 2 sponsorship

Are you proficient in written and spoken English? Yes/No
This question is useful in cases where the role requires a high standard of written and spoken
English.

Do you have fluent written & verbal skills in the language(s) Yes/No
as stated in the person specification?

This question is useful in cases where the role requires fluent written and verbal skills in a
language other than English. You should only use this question if fluency in another language is
an essential criterion on the person specification.

Do you hold the qualification(s) that are stated in the person Yes/No
specification for this post?

This question is useful in cases where the role requires a qualification. You should only use this
guestion if holding a specific qualification is an essential criterion on the person specification.

Are you a current member of LSE staff, a current LSE student Yes/No
or a current agency worker?

This question is useful in cases where the vacancy is only going to be advertised internally and you
want to ensure that only internal candidates submit an application. You should only use this
guestion if the vacancy is only going to be advertised internally.

Please note:
1. Once you have completed all the mandatory fields and you have checked the details you

have provided you can submit your form by clicking the Submit button at the bottom of the
screen.

Vasancy Approval Ferm o @

Will you be asking candidates to i ~
complete any other activities as partof ~ ®'ves Uno
the selection process? *

A test and a presentation
If yes. plesse give details

Name of Frevious Employes
Resesrch funding body
Principal Investigstor for Froject
Resesrch Project Title

Project ID number

Pre-screen guestions

Please specify any guestions that sre criticsl to the role that the candidate must answer to be able to apply for this vacancy. Please note, all candidates will be asked to
confirm their eligibility to work in the UK.

[(no you currantly have the right to wark in the UK?
[Tare you proficient in wiitten and spaken English?

Serean guestions oo you have fluent written & verbal skills in the langusge(s) ss stated in the person specification?
[Tio you nald the qusiifiestion(s) that are stated in the parson specifiestian for this post?

[Care you a current member of LSE staff, s current LSE student or a current agency worker?

Save and exit You can save your data by clicking the Save bution and come back to it lster
Wihen you are happy witn your form, click 'Submit.

download this form as a printable POF file, click 'Print. W

LSE '



You will receive a system notification confirming that the request has been submitted.

You will also receive further system notifications advising you the outcome of the funding approval
and the HERA evaluation.

2.

If there are any mandatory fields that have been left blank, the system will alert you to this

by highlighting the relevant field(s) in red text.

Vacancy Approval Form

a

Job Description Upload *

| Browse
Uploaded Documents
Document Name Date Delete
2211212015
JD Final.doc
12:12:46 x
Advert Upload *

Browse

Upload

-~ Bequired Field

Interview Information

Flanned Interview Date *

21-01-2018 | [

Number of Panel Members * e "

Panel Membar Joe Bloggs
I this panzl member male or female? ®@nzie OFemale
Ssm Smitn

Panel Member

3.

If you would prefer to save the form and come back to it later, or if you wish to check
anything before submitting it you can click on the save and exit button.

Pre-screen guestions

Please specify any questions that sre criticsl to the role that the candidste must snswer to be sble to apply for this vacancy. Plesse note, sl
confirm their eligibility to work in the UK.

will be asked to

Screen guestions

[ova you surrently have the right to wark in the UK?

[are you proficient in written and spoken English?

e you have fiuent written & verbal skills in the langusge(s) ss stated in the person specification?
[0 you hold the qualificstion(s) that sre stated in tre person specificstion for this post?

[are you = cument member of LSE staff, s current LSE studant or @ current agency worker?

I Save and exit l u can save your data by dlicking the Save button and come back o it later

Submit

When you are happy with your form, click 'Submit

IR - - = form o o s PO e sik Pt

17



4. You will then see the following screen:

| Home | Search | My Settings | Vacancies | Approval Request | Interviews | Reports ‘ FAQs
Search Vacancy Approv... Vacancy Approval Workflows Add
Started
[[+] Workflow Name Definition Current step Date Started b Status
¥y

Workflow Mame

Professional Services 2111212015 Key ]
31404 Administrator Active I ® I
d ~ New Post 15:52:57 Admint &

Started By 31383 Manager Professional Services Email sent to Funding  21/12/2015 VacMgrl  Active b —@x
— New Post for approval 11:47:51
\Warkflow Status e |4 |']IL | ¥, Pagesie | v 2 items in 1 pages
| An -
Current Step
| &n -]
Started on or after
[
Started before
o

Search | Clear search

5. You can view the progress of the vacancy approval flow by clicking the View progress
icon.

6. You can view the form later by clicking on the view form icon or you can print it by clicking
on the print icon.

View progress

View form




