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Both the employee (who has managerial responsibilities) andmanager have the
ability to request to recruit a member of staff withinSelf-Service for an existing
post or a new post.

The employee can request to recruit a member of staff for an existing post or
new post and themanager has the ability to approve or reject theAuthority to
Recruit request.

This document describes the process of how managers approve recruitment
requests.

IMPORTANT! This module is configurable according to your requirements.
For instance, theApproval functionality within the application can be turned
on or off. For more information as to how you can configure yourAuthority to
Recruitmodule, contact theCintra Support team.

This chapter describes the following:
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Manager Overview

As amanager, you can perform the following:

Filter the requests by date range.

Filter the requests by Status. eg Approved, Rejected, Submitted etc.

Filter the requests by Employee.
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Authority to Recruit form

Within this form you can perform the following:

Review theSubmitted request.

View the approval chain. Depending on how yourSelf-Service is configured, there
may be a chain of approvers in place whereby several managers must approve the
request.

Enter anAuthorisation Comment.

Approve theSubmitted request.

Reject theSubmitted request.
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Since it is only themanager who can approve the request, this chapter contains
FAQs for managers only.

This chapter describes the following:
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How do I approve/reject a request that is in an approval chain? 9

Can I edit an authority to recruit request? 9

Can I delete an authority to recruit request? 9

Can I update an employee's authority to recruit request? 9

Where can I report on the authority to recruit? 9



General

Where do I start?

Once anAuthority to Recruit request has been submitted by an employee, the request must
be reviewed and approved by one or moremanager(s), based on your company's tiered
approval structure. Once the request is in the system, you can see its status on theAuthority
to Recruit page.
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Manager

This section explains how to perform themanagerial tasks within theCintra Self-Service
Authority to Recruitmodule.

How does an HR administrator review the request?

Once a request is approved by amanager(s), it appears as a record inCintra iQ>
Recruitment> Authority to Recruit. TheHR administrator can then process the request or
create a new post if applicable.

How do I approve/reject authority to recruit requests?

Once an employee (who has managerial responsibilities) has submitted anAuthority to
Recruit request, Self-Service notifies you by email that the request needs to be approved. But
if you create your ownAuthority to Recruit request or a request on behalf of the employee, it
is automatically approved if you are the solemanager. Otherwise the request must go through
tiered approval process.

To approve a request:

1. Navigate to theManagement panel menu.

2. Select Authority to Recruit. TheAuthority to Recruit page appears containing the
request records.
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3. Click the desired request with the status: Submitted. TheAuthority to Recruit form
appears.

4. Review the request.

5. Enter anAuthorisation Comment if necessary.

6. Click theApprove orReject button, depending upon your decision.

The request's status is updated accordingly in theAuthority to Recruit page.

The request's status is updated accordingly in the employee's Authority to
Recruit page.
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How do I approve/reject a request that is in an approval chain?

If you are in a tiered approval structure, an email is sent to you, the next approver in line,
stating that the request requires your attention. You can then review the request and the
comments made by the previous approvers by clicking theShow Request Information drop
down at the bottom of the form. The Tier of approval, theApprover, theState of the request,
and theDate the request is approved is displayed. Continue to enter an authorisation comment
and either approve or reject the request.

Can I edit an authority to recruit request?

No, you cannot change any details except to add a comment before you approve or reject the
request.

Can I delete an authority to recruit request?

No, you cannot.

Can I update an employee's authority to recruit request?

No, you cannot.

Where can I report on the authority to recruit?

You can report on authority to recuit data by creating a custom report withinCintra iQ. For
more information about creating reports inCintra iQ, seeReports in theCintra iQ andSelf-
Service online help.
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