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Before You Begin

You will need the list of required approvers within the ministry, called the Approval Path. The Approval Path will differ, from one ministry to the next.

If you are unsure of your ministry’s Approval Path, consult with your Manager, Director, or Executive Director.

SUMMER STUDENT POSITIONS: The Summer Student Program Coordinator must be the last approver for Summer Student positions, in order for the requisition

to receive candidates.

CO-OP or STUDENT LESS-THAN-FULL-TIME POSITIONS: For Co-op and Student Less-than-Full-Time positions, only ministry approvers (if any) are required. The

Summer Student Program Coordinator is not a required approver.
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You are here > Requisition List > Requisition View
{8 student - Engineering Assistant (10: ENG001949)
M Acti v
Latest Approval Process Qe e & cigh-loglil

Action: Terminated
Hired Candidate(s):0 out of 3 Requisition Info Prescreen Alerts Artachments History

Active Candidates  New candidates
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® Primary Location To open links in this requisition right click your mouse and choose "open link in new window”.
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It you do not night click 1o open links and click the link directly to open, you will be redirected 10 the link's
URL and may lose the work you have done in the Taleo Requisition.
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Instructions for creating a competition in Taleo are available in
Taleo or on Taskroom.

From the Requisition List in Taleo, click the Title of job.

Click Edit All.

Click the in the right-hand panel to open the Inspect. This lists
all fields required for each step in the competition creation
process.

The system will prevent you from requesting approval if fields are
missing, so ensure that all fields required for Approval have been
completed, and “This requisition is ready for approval” is
indicated under “Approval”.

Once finished your updates, click Done.

The fields required for approval are automatically included in the
Approval Request email delivered to your approvers.
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https://taskroom.saskatchewan.ca/manager-resources/taleo-guidance/taleo-hiring-instructions

Saskatchewan % If you need to attach a document to the approval request, click
CET e 7 the Attachments tab, and then Upload Attachment links.

£ Student - Business & Finance 1o a:

Upload Attachment x Click the Browse button.

File Name

Browse

Note: Files type supported: Word (.doc, .docx), Excel (.xIs, .xIsx), Text (.txt), Rich Text Format (.rif), Hypertext Markup Language (.htm),
Hypertext Markup Language (.html), Portable Document Format (.pdf). Files must not exceed 1024 kilobytes size.
The attachment(s) will be scanned to ensure it does not contain any viruses.
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You are here > Requisition List > Requisiton View

Summary [~]

aft
‘on: Requisition Created
Hired Candidatefs): 0 out of 1

Active Candidates  New candidates

o Primary Location
Regina, Rgna

© Job Field
Finance and Revenue

HIRING TEAM
© Hiring Manager
S5, TestHM1
o HRE®
Gao, Bo

o User Group
Business Partner Team A

1OB INFORMATION

o Hire Type
Professional

Add Approvers

) Accounting Clerk (i: Finoo194)

oo &

Approvals

You are submitting this requisition for approval

Order  Approver

Decision

Decision Comment

(last

— approver)
employment
@
Add the approvers to the list of collaborators defined for this requisition
O Add the approvers to the list of my frequent collaborators
After the approval process, assignto * | None None [+

(o |
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When you are ready to Request Approval, select Submit for
Approval from the More Actions drop-down, or click the quick
action icon @.

TIP: If this isn’t available to you, check the Inspect in the
right-hand panel to see what fields need to be completed in order
to Request Approval.

Click Add Approvers link.

Your Manager, Director, or Executive Director can assist you in
identifying your approval path, if you are unsure.

Use the Filters section on the left to search for the names of your
Approvers, then click the check box beside their name. Add your
Approvers in the order that they will approve (for example, a
Director will appear before an Executive Director). Click the
Add/Update Approvers button when one or all approvers have
been selected.

0

To remove an approver, click the Remove to the right of the

approver’s name.

To re-order the list if needed, change the numbers to the left of
each name, then click the Reorder link at the top of the list.

The Comments to Approvers field is mandatory. The fields
required for approval are automatically included in the Approval
Request email delivered to your approvers. Enter any additional
comments you wish to include in the email in this field.

Click Submit for Approval when ready to send the Approval
request. Approvers will each receive an email request, in the
order they are listed.

Once all your Approvers have approved, or if an approver rejects
your request, you will receive an email notification. This email
will contain important instructions regarding next steps.
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Checking Approval Status

To check on the progress of a competition’s approval, click the
Approvals tab.

Saskatchewan

mequIsHTIONS

Make note of each approver’s decision and comments. If no
decision is provided, then that approver has not yet approved.

Sending An Approval Request Reminder

ID: COMO001368; . . .
8 : ) To send a reminder to the Approver with whom the approval is
28 pending, click Send Reminder link or Send Approval Request
Requisition Info Prescreen Alerts Attachments Approvals Sourcing History Reminder from the More Action drop—down

Approval process for this requisition

£7* Modify Approval Process | (@) send Reminder |

Order Approver Decision Date & Time Decision Comment

1 TestHM2 SSI

After the approval process, assign to : TestHMCA SSI

Message to Approvers

Sent on Apr 29, 2021 at 04:43 PM by
Please approve.

Send reminder to pending approver(s) x Provide comments if necessary and click Send Reminder.

Requisition Title Hiring Manager HRBP
(COMO001368) SS1, TestHM1 SSI, TestHRBP

The Approver will receive the approval request again, with your
Comments comments.

Characters remaining : 1000

Send Reminder
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