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Talent Acquisition
	


State of Arizona Process Instructions
	APPROVER


Once a requisition or offer has been prepared for your review, you will receive the following e-mail.  Click on the Inbasket  link in the email.

From: JobReqLandark@azdoa.gov [mailto:JobReqLandark@azdoa.gov] 
Sent: Friday, July 13, 2012 10:04 AM
To: Kimberly Adams
Cc: Kimberly Adams; TAYLOR@AZDOA.GOV
Subject: First approval for Requisition #160 (CORRL OFFCR 2)

Dear PATRICIA ALLEN, 

DEBORAH TAYLOR has created the following job requisition for your approval - 

Position: 3254-ADC006995AAN-CORRL OFFCR 2 
Location: DC-OFNDR OPS-ASPC-EYMAN 
Recruiter: ADAMS, KIMBERLY 
HR Contact: TAYLOR, DEBORAH A 
Hiring Manager: DEBORAH TAYLOR 


Please log into the Inbasket to take appropriate action. 
Thank you. 

Login to Talent Acquisition using the same user ID (Login Name) and password you would use to login to YES.
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Click on the Inbasket url
[image: image3.png]MyReviews  Opportunities  TakeNotes ~ ToDo v Inbasket




Click on your name and your Work Items (requisitions or offers to review) will appear below.  
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Double click on the Workunit and the requisition or offer will appear. Review the requisition or offer.

Click the Notes link to view any notes associated with the requisition or offer.
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Double-click the Note to view.
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Requisition or Offer notes will display:
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Click the back button to go back to the approval page
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Click the Attachments link to view any attachments associated with the requisition or offer.
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Double click the Attachment.

[image: image10.png]Attachments For #8790 - JUDICIAL ASSISTANT

Bd | ¢ | Adons.
Type Of Attachment Descripton Of Attachment File Name

) )

INTERVIEW QUESTIONS IsDefault doc:




Click on the attachment file to view.  
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Click open if a pop up appears in your browser.
[image: image12.png]



The attachment will display.
Example of an Attachment:
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Click the back button to go back to the approval page.
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Click the back button again to go back to the approval page.
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Click the Approve button if you are satisfied with the requistion or offer.  
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If you will not be approving the requisition or offer, you may add a note before clicking Return.  Click the Notes link, then Create icon.
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Enter the note information accordingly, click the Save icon, then click the back button in your browser.
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Click on the Return button if you wish to have a change made to the requistion or offer.  Contact the agency HR Liaison or Recruiter to discuss your concerns.  
Click the back button on your browser to go back.





Click the back button to go back again.





Click the back button.





Click the back button to get to the approval page.








