Hire Touch Approvals

https://siue.hiretouch.com/admin

Approvals are done by several roles within Hire Touch.
The procedures are similar. Emails are sent with step

by step instructions for Approving forms in HireTouch.

The actual approval process happens within the
"TASKS" tab of HireTouch.

Email Notification

e Will receive an email when there is an approval
required

e Follow instructions in email

e Proceed to login for Hire Touch

Note: Can log into Hire Touch and perform task
without reviewing email.

Open Hire Touch Admin

e Open browser

e Navigateto https://siue.hiretouch.com/admin
e Redirected to SIUE CAS login

e Entere-ID

e Enter e-ID password

o Click [LLOSIN|

e OpensDashboard
e Click on Tasks tab
e Opens Tasks
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Approval Needed for Cook's Helper, SIU Edwardsville Main Campus, [[Job Organization]], 830366 - View Source
Food Service i Save

Date: 02/09/2015 (03:14:22 PM CST) @ View All Parts
From: s002462@siue.edu

To: s002464@siue.edu

| Text (3KB) & ¥4

Dear 5002464-HR Review Initial Test,
You have been selected to approve the Job Requisition and posting for the position of Cook’s Helper.

From a mobile device: Mobile Site

Desktop: Instructions

1. Please login to HirsTauch by gaing to [Ir TSR ER it then select the Tasks' tab

2. Locate Cook's Helper and click on “Job Forms®

3. Select View' to Review the Job Requisition Form

4. Next select "Approvals’ for the form

5. You may now select ‘Approve or Reject’

6. If you approved the position, you will see a green check mark in the box by your name

7.1f you select ‘Reject’, you then be taken to a second screen where you have the option to ‘Re-route’ or ‘Reject Form'.

Clme: ‘Reroute Form’ form will bring the approval process back to the approver indicated to allow the approval process m]

continue with edits. Do not use 'Reject Form' unless the positien requisitien is being ended as this will END the approval
process completely.

Thank You,

$002467-Vice Chancellor Test

To use this application, you must 1og in with your ¢-1D and passward.
Enter your ¢-ID and Password

The Central Authertication Service [CAS) provides single sign-on privileges

|
Whak s mr w1 i) o B, For secusity reasans, Sigm Out framm licatios and close yaur web browser
i completaly whan you sre done accessing services that requirs suthantication!

Fuotgwt prut tdneced F Band by have

I you experience sy problens logging in with your e-ID and password, please contact the [T5 Help Desk by
wither calling {6:18) 650-5506 or vending an smail to help@siue.eds.
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e Lists of TASKS assigned to you will be displayed
° Select taSk by clicking on it HireTouch | ReportWiriter | CMS

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE

HOME

PROSPECTS JOBS APPLICANTS POSITIONS RESQURCES

Tasks EIEE | My Tasks
D N;
My Views |Z| ame
2404 Approval Needed for Cook's Helper
My Task Queue |z|
[#Ishow Active [ZShow Archived

® 2 New Tasks (1:
(& Current Tasks (1)

(= Overdue Tasks (0)
(& Future Tasks (0)
D statuses

D Priorities

Search Tasks

i [ . o RGN Ve N e e PRV N "
e Click on Job Forms (on the lower panel) TN o e
Approval Needed for Cook’s Helper 1D:2404

Task Details | Task History | Task Workflow

Task Type:  Approve Form: Position Request  Task Date: Monday. February 9, 2015 at 3:47 PM
Priority: Medium Reminder Date: MNone

Status: Opened Due Date: Monday, February 23, 2015 at 3:47 PM
Created: Monday, February 9, 2015 at 3:47 PM by Tamika Johnson

Opened: Monday, February 9, 2015 at 3:47 PM by Tamika Johnson

Assigned To: 5002468 HR Final Review Test

Notes

None

Add a Note

e Click VIEW to view hiring documents prior
to approving

= PDF file opens EDWARDSVITLE

wowe  onosorcrs [NESRN ApiciNTs  BOSTIONS  TASKS  RESONRCTS

* Close file when done
e Click #PRTO¥al% to go to Job Forms Approval

ool Helper
suE

Snow lots Fome

At Geamroa e Dievme | s | Compies Compisean daie Mecsy | Receuncdly | ReceribedOn | Acien gl | Documem weiwy ;

e Job Form Approvals open

o Select @4pprove to approve position request
= Green check mark will appear in
Approved column

EiSWARBSVITLE

HOME  PROSPECTS

P Aceucants  POSTIONS  TASKS  RESOURCES

e Select ®Reject to not approve request R o et et e o i
= If Reject selected, select from options of Lol
Re- route or Reject Form —
= |f Re-route selected, form will bring the el

approval process back to the indicated
approver to allow process to continue with
edits

= Only use Reject Form if the position request
is being ended; this selection will END the
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e Approval complete

e Options:
« Click Home tab to return to Dashboard
= Click Tasks tab to view additional tasks
e Click | ‘tegou

Additional Resources
Phone Numbers

e Human Resources: 650-2190
e |TS Help Desk: 650-5500

Web Sites

e Human Resources Employment: http://www.siue.edu/employment
e HumanResources: http://www.siue.edu/humanresources
e [|TS:http://www.siue.edu/its

Email Addresses

e |TS Help Desk: help@siue.edu
e ITS Application User Support Group: ftc_help@siue.edu
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