inferms

Miami-Dade County

Approve a Job Opening or Position
Request in HR - Compensation Job
Aid

Version 1.0



INFORMS Job Aid: Approve a Job Opening or Position Opening in in «rms
HR - Compensation suds .

TABLE OF CONTENTS

TABLE OF CONT ENT S ...ttt e oo oo oo e e e e e e e e e e e e e e et e eeeateeetbbe bbb e e e e s e e e e aeeaeaaaaaaaeeeeeeeenennnes 2

PURP O SE ...ttt oo oot e oo oo oo oo oo et e ettt ettt e ettt ittt e e oo oo oo oo e e e e e e eeeeeeeeeeeeeeeennntrnannnnnn s 2
U 0T 1T T PPN 2

ACTIVITY 1: APPROVE A JOB OPENING IN HR - COMPENSATION ....cooiiiiiiiiiieeeee 3

ACTIVITY 2: APPROVE A POSITION REQUEST IN HR - COMPENSATION ....coiiiiiiiiiieeeeeeeis 5

PURPOSE

Purpose

This document explains the key activities involved in approving a job opening or position
request in HR - Compensation. It provides an overview of the sub-processes involved, as well as
step-by-step procedural guidance to perform the activity.
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ACTIVITY 1: APPROVE A JOB OPENING IN HR - COMPENSATION

Step Action

1. Navigate to: Human Resources (HCM) > Approvals
2. Select the job opening to review.
Note: Select the Load More button to view additional approvals, as applicable.
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3. Select the Approve or Deny button.
Note: For additional details, select the View Job Opening link.
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Step

Action

4.

After selecting the View Job Opening link, the Department details and Position
Number details are available.

Select the Approvals link.
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ACTIVITY 2: APPROVE A NEW POSITION REQUEST IN HR COMPENSATION

Step Action
1. Navigate to: Human Resources (HCM) > Approvals
2. Select the position to review.
Note: Select the Load More button to view additional approvals, as applicable.
Pending Approvals
3. Select the Approve or Deny button.
Note: For additional details, select the View Position Details link.
< Pending Approvals Create Position # Q = -
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Step Action

4. Note: A new tab will pop-up to display this page, if a pop-up blocker in place
the page will not load. The Position Request cannot be approved or denied
from the Position Details page.
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Position Numbar 00030005

Effective Date 0172022
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Resson NEW New Postion
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Position Status Approved
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Action Date 06232022
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Tithe Midpd Ietetigence Anshyst Sup
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Lacaion PONIGS00E
Reports To 000B142
Sopervisar Lol 12
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Manager Lovel
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5. Select the Attachments to view applicable attachments.

Amschad By ¢ Awsched ¢

Tupst Rambo 062322 035243 PM




INFORMS Job Aid: Approve a Job Opening or Position Opening in in «rms
HR - Compensation sudu s .

Step Action

6. Note: The attachment will display as pop-up in a new window.
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Roquest for Classification Acton
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Action Type: Recl = Vacant (Existing C
Effective:
Vacant: 1 position(s)
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Stys  CLASSIFED Status
Note:

__For official use only.
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