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Draft
Hiring Manager 

Review *
VP/Dean Review

(Faculty Only)

AA Posting Review
(EEO of Committee)

Request HR Post *

Approved for Later 
Posting 

(option to wait on 
posting-rarely used) Posted/Live *

(set close date)

Closed/Removed 
from Web *

(system timed)

CMT Applicants 
Selected

EEO Applicant 
Review Complete 

(Notify HR)

Repost - w/in 6 
months of original
(posted/live state)

Extended Posting / 
Refresh Posting

(refresh for outside 
to see)

Cancelled
(started draft & 
don’t want; any 

stage)

Closed without 
Filling

(failed search; 
reopen for known 

candidate)

NO

OPTION 1

Designated as Filled 
or Pool Position 

Filled

OPTION 3

Failed Search

OPTION 2

OPTION 4

Hiring 
Committee?

YES

How to use Job Posting Workflow States:

OPTION 1: Post a Job and set a close date using the Posted Live 
workflow state; posting is automatically closed & removed from 
web.
OPTION 2: If you need to extend the posting, or modify the 
posting and republish it within 6 months of the original posting 
date, change the workflow state to Extended Posting state, then 
once changes have been made to the job posting, move posting 
to Repost workflow state.
OPTION 3: If the job posting fails to find an applicant, change 
workflow state to Closed without Filling. 
OPTION 4:  If a known candidate wants to apply, you can reopen 
the posting (within 6 months of the original posting date), 
change to Extended Posting, update the posting, then move to 
Repost workflow state to publish on the web.

If an edit is needed before posting

HR can move posting directly to Posted

ST
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To Applicant 
Workflow

END

Extension of 
date, edit 
posting or 

refresh to live 
state

Also, use this state if the position is 
being reorganized/restructured.  

This posting would be closed and a 
new posting would be created for 

the new position.



Applicant Workflow States
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Interview Pending 
(email manually)

PT Instructor – 
Remove – Not 

Considered 
(immediate email)

Recommended For 
Hire

(immediate email to 
HR and Dean/VP 

group)

Active-Future 
Consideration 

(immediate email)

Phone Interview 
Pending (email 

manually)

Move to HR Initial 
Review (Place into 

this state after initial 
review of applicant)

Interested in 
applicant?

No, Remove from Pool

Not Now

Yes, like to speak w/ them

No Longer Under 
Consideration; 

(To applicant; no 
thank you)

Active-Future 
Consideration

No need now, but 
consider them in 

future

Interested in 
applicant?

Yes, make an offer

Applicant Remains 
Active until Posting 

Closed
NO

Phone 
Interview?

YES

When workflow set 
to “Designated as 
Filled” (immediate 
email to all active 

applicants)

To Hiring 
Proposal 
Workflow

From Job 
Posting 

Workflow

Application 
Received (all 
completed 

applications start in 
this state)

Application 
Received 

(immediate email 
upon submission)

HR Initial Review
(immediate email 
upon submission)

No Longer Under 
Consideration 

(immediate email)

Hiring Committee 
decides prior to 

interview to 
interview Alternate if 

other applicants 
don’t work out.

Review each 
applicant and place 

into appropriate 
workflow state

No, Thank You

In Person 
Interview?

NO

YES

NO
Still interested in 

applicant?

Phone Interview – 
Not Selected 

(immediate email)

YES

Alternate (optional; 
email manually, or 
move to “Active-

Future” state

NO

Phone Interview – 
Not Selected

To applicant; no 
thank you

From Non-
Approved 

Hiring



Hiring Proposal Workflow States
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“Start Hiring 
Proposal” in 

PeopleAdmin
Draft

Human Resources
(move to workflow 
state for approval)

From 
Applicant 
Workflow

Hire Approved
(Hiring Proposal)

Supervisor 
completes reference 
checks, comp review 

w/ Asst HR Dir, 
contingent offer

Background Check 
Pending (Applicant)
(immediate email to 

applicant)

Criminal 
Background 

Discrepancies?

Background Check 
Complete 

(Hiring Proposal)

HR Director / 
Risk 

Management 
Review

Canceled 
(Hiring Proposal)

Recommended for 
Hire

(immediate email)

Recommended for 
Hire

(immediate email) NO

YES

Not Approved to 
Hire 

(Applicant)

“Update Onboarding 
Event” in 

PeopleAdmin

To Onboard

Notify Supervisor / 
Hiring Manager of 

Non-Approval

Review Other 
Available Candidates 

in Posting

To 
Interested 

in Applicant

Once Hiring 
Proposal 
Approved, no 
longer editable



Onboard
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From Hiring 
Proposal

Create New Staff 
Record for new 

Employee

Assign Welcome 
Checklist

Assign Orientation 
Checklist

Create Banner 
Account (employee)

Update SIAINST and 
PEAFACT in Banner

Complete Supervisor 
Tasks

YES

END

Assign Department 
Checklist

Faculty? NO



Workflow State

Decision Point

Optional Path

Communication
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