Recruiting in VTHR

Job Approval as Appointing Authority

Quick Reference Guide

Step
1 | Login to your VTHR account, and navigate to:

Main Menu>Recruiting>Pending Approvals
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The menu 5] careers

Highlight:

Recently Used pages
now appear under the
Favaorites menu, located
at the top left.

Breadcrumbs visually
dizplay your navigation
path and give you access
to the contents of
subfolders

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.
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Step | Click on the Job Opening you need to approve.

Pending Approvals

Pending Approvals
ID Hbr Sender
| 812717 Jim Smith

612723 Jim Smith
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customize | View A1 | E et £ g2 0r2 O aa

Received Subject
08/28/2012 Job Approval Health District Office Clerk

09/06/2012 | Job Approval:PH Chemist Il

Step | Click on the Approvals tab.
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Step | Click the Approve button.
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