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New Exempt and Non-Exempt 

Staff Position (and Post) 

Financial 

Approver

Senior Level 

Approver

User Types
Department User: Personal Scope, Begin Action

Department Approver: Department Scope, Begin Action

Dean: Department Scope, Begin Action

Senior Level Approver: Division Scope

Financial Approver: Division Scope

Search Chair/Recruiter: Personal Scope; tied to specific action/posting

Academic Affairs: Division Scope, Begin Action

EEO: University Scope; Begin Action/Posting/HP

HR: University Scope; Begin Action/Posting/HP
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Approver

HR Data 

Management

Initial HR 

Review
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and Approve 

for Posting) 

Dean (if 
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Approved
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New Faculty Position (and Post)
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Approver

Senior Level 

Approver
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for Posting) 

Approved
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create posting
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Review
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Review
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Approver
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Approver
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Approver

HR Data 

Management

Initial HR 

Review

EEO (Review 

and Approve 
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Dean (if 

applicable)
Approved for 

Posting

Sends email to HR 

Employment to 

create posting

no posting/
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Modify Staff Position (Post if Applicable) 
Approved

Financial 

Approver
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Approver

Department 

User
Dean
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and Approve 

for Posting) 

Approved

Sends email to HR 

Employment to 

create posting

Search Chair

Department 

Approver Initial 

Review

Department 

Approver Final 

Review

Request Posting for Faculty Position
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User Types
Department User: Personal Scope, Begin Action

Department Approver: Department Scope, Begin Action

Dean: Department Scope, Begin Action

Senior Level Approver: Division Scope

Financial Approver: Division Scope

Search Chair/Recruiter: Personal Scope; tied to specific action/posting

Academic Affairs: Division Scope, Begin Action

EEO: University Scope; Begin Action/Posting/HP

HR: University Scope; Begin Action/Posting/HP

Department 

Approver

Dean

Senior Level 

Approver

Department 

User
HR EEO Approved

Temporary Waiver Action

This action uses the WKU Waiver Request form (http://www.wku.edu/hr/AAAweb/Waiver.xls); 

when the action is approved, this establishes a position in PeopleAdmin with an employee 

seated (Recommended Candidate becomes employee).  No postings or hiring proposals 

need to be created for these temporary waiver actions. 



Posting

Approve for 

Later Posting
Posted

Closed/

Removed from 

Web

Filled

Inactive Statuses

Not Hired   (with reasons) 

Applicant Withdrawn

Incomplete Application

System Det’d Did Not Meet Min Quals

HR Det’d Did Not Meet Min Quals
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User Types
Department User: Personal Scope, Begin Action

Department Approver: Department Scope, Begin Action

Dean: Department Scope, Begin Action

Senior Level Approver: Division Scope

Financial Approver: Division Scope

Search Chair/Recruiter: Personal Scope; tied to specific action/posting

Academic Affairs: Division Scope, Begin Action

EEO: University Scope; Begin Action/Posting/HP

HR: University Scope; Begin Action/Posting/HP

Human 

Resources 

Creates Posting

Re-Posted

Under Review 

by Search Chair

Exempt Staff Applicant Workflow

Recommended 

for Interview by 

Search Chair

Approved for 

Interview 

(Department 

Approver)

Approved for 

Interview (Dean)

Approved for 

Interview (Senior 

Level Approver)

Approved for 

Interview (EEO)

Committee identifies 

strengths and weaknesses 

(through PeopleAdmin 

Evaluative Criteria)

Committee identifies strengths 

and weaknesses (by attaching 

Finalist Strengths and 

Weaknesses document to 

Posting Documents)

Propose for Hire 

(Search Chair)

Under Review 

by Search Chair

Faculty Candidate Workflow

Recommended 

for Interview by 

Search Chair

Approved for 

Interview 

(Department 

Head)

Approved for 

Interview (Dean)

Approved for 

Interview (Vice 

President of 

Academic Affairs)

Approved for 

Interview (EEO)

Committee identifies 

strengths and weaknesses 

(through PeopleAdmin 

Evaluative Criteria)

Committee identifies strengths 

and weaknesses (by attaching 

Finalist Strengths and 

Weaknesses document to 

Posting Documents)

Propose for Hire 

(Search Chair)

Department Approver Senior Level Approver

Under Review 

by Recruiter

Non-Exempt Staff Applicant Workflow

Recommended 

for Interview by 

Recruiter

Approved for 

Interview 

(Department 

Approver)

Approved for 

Interview (Dean)

Approved for 

Interview (Senior 

Level Approver)

Approved for 

Interview (EEO)

Recruiter identifies 

strengths and weaknesses 

(through PeopleAdmin 

Evaluative Criteria)

Committee identifies strengths 

and weaknesses (by attaching 

Finalist Strengths and 

Weaknesses document to 

Posting Documents)

Propose for Hire 

(Recruiter)



Hiring Proposal – Exempt Staff
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User Types
Department User: Personal Scope, Begin Action

Department Approver: Department Scope, Begin Action

Dean: Department Scope, Begin Action

Senior Level Approver: Division Scope

Financial Approver: Division Scope

Search Chair/Recruiter: Personal Scope; tied to specific action/posting

Academic Affairs: Division Scope, Begin Action

EEO: University Scope; Begin Action/Posting/HP

HR: University Scope; Begin Action/Posting/HP

Create Hiring 

Proposal 

(Search Chair)

Approved for Hire 

(Department 

Approver)

Approved for 

Hire (Dean)

Recommend for Hire

(Send to Sen Level Approver)

Approved for Hire 

(Senior Level 

Approver)

Approved for 

Hire (EEO)

This sends Department 

scope email: now ok to 

make the offer

Offer Accepted 

(Search Chair)

Create Hiring 

Proposal 

(Search Chair)

Hiring Proposal - Faculty

Approved for Hire 

(Department 

Head)

Approved for 

Hire (Dean)

Approved for Hire 

(Vice President of 

Academic Affairs)

Approved for 

Hire (EEO)

Department Approver Senior Level Approver

Offer Accepted 

(Search Chair)

Approved –

Background 

Check Pending

(HR)

HR approves only after 

all pre-hire checks have 

been completed

Propose for Hire

(Send to Dean)

Propose for Hire

(Send to Sen Level Approver)

Propose for Hire

(Send to Dean)

Propose for Hire

(Send to VP Acad Affairs)

This sends Department 

scope email: now ok to 

make the offer

Create Hiring 

Proposal 

(Recruiter)

Approved for Hire 

(Department 

Approver)

Approved for 

Hire (Dean)

Recommend for Hire

(Send to Sen Level Approver)

Approved for Hire 

(Senior Level 

Approver)

Approved for 

Hire (EEO)

This sends Department 

scope email: now ok to 

make the offer

Offer Accepted 

(Recruiter)

Propose for Hire

(Send to Dean)

Propose for Hire

(Send to Sen Level Approver)

Hiring Proposal – Non-Exempt Staff

Approved

(Final – HR)

Sends an email to Dept 

User to start ePAF in 

Banner

Approved –

Background 

Check Pending

(HR)

HR approves only after 

all pre-hire checks have 

been completed

Approved

(Final – HR)
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User to start ePAF in 

Banner

Approved –

Background 
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HR approves only after 
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been completed
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Banner


