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[bookmark: _Toc359933509][bookmark: _GoBack]How to view a submitted but not yet approved Staff Request

Once a Staff Request has been submitted, a system generated email is sent to the 1st Approver advising a staff request requires their approval.

Once the 1st Approver has approved the Staff Request, a system generated email is sent to the 2nd Approver, advising a staff request requires their approval.

After a Staff Request has been approved by both Approvers, the Originator will receive a system generated email advising the request is approved and Local HR will contact the Originator with a Vacancy ID number. Similarly, if an Approver rejects the Request, the Originator will receive a system generated email advising request has been denied.

It is possible to view but not edit a submitted Staff Request. If you want to edit a Staff Request, it would be best to make a copy of the request. Edit the copied request and then submit.



Log in to MyEd  www.myed.ed.ac.uk  and open the eRecruitment channel.
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Click on the Launch eRecruitment button.
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Click on the Staff Requests button.




Click on Submitted

[image: ]

Click on the [image: ] icon

Scroll to the bottom of the request where you will find the Approval History section.
Within this section, the Originator can view comments and check where the Staff Request is in the approval process.

You can see in this example, the 1st Level Approver has not yet approved.
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In this example, the 1st Level and 2nd Level approval has been completed.
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[, Approval History (Approved)

Status  Action By Date/Time. Comments.
Submitied ORIGINATOR  15-Jun-2016 03:13:06.

Approved 151 LEVEL APPROVER  15.3un-2016 03:17:

‘Approver 20 LEVEL APPROVER 26-3ul-2016 11:13:06 This has been approved by the 2nd Level approver
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eRecruitment i used to complete a variety of recruitment related processes, including: raising/approving Staff Requests,
arranging for vacancy adverts to be posted, short-listing applications, arranging interviews, and appointing successful
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If you require access to eRecruitment as a new user, or if there is a problem with your existing access, please contact

My Details the HR Systems team for assistance (HR.Systems@ed.ac.uk or 508126).
Office 365 Email For Guidance on using eRecruitment please refer to the comprehensive user manuals available on our webpages
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