[bookmark: _GoBack]You may be prompted to perform a hiring approval by an email similar to the one below:
[image: ]

There is a “My Worklist” channel on the Banner tab of myMCC where you will sometimes find lists of approval tasks, such as below.
[image: ]

NOTE:  Zooming in on My Worklist (below), the red arrows point to the two status values you are likely to see, “Performing” and “Ready”.  “Ready” means that no one has yet looked at the item.  “Performing” means that someone has clicked on the item and is presumably in the process of reviewing and/or approving it.  If you are an Approver, a value of “Performing” most likely means that you yourself have already opened the item at an earlier time and have not yet indicated an Approval, or that one of your Proxies has done so.
[image: ]
Most of the time when you first encounter one of these worklist items it will be at a Ready status.  Having said that, let’s assume that right now you want to review and approve the “PT Hire – PR: Fathergill, Robert M00005293”.  To begin, you would click where the green arrow points.


The Budgetary/VP Approval form appears below (in two screen shots).  
[image: ]
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If any other changes need to be made to the details of the hire, you’ll want to enter comments in the “Your comments” box (typing over the default “None” that appears), and choose Return for Correction.  If the details are acceptable, you choose Approve and type in some comments if you wish.  Click the Complete button to finish your work and move the workflow along.
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Approval Choices (below): Approve - The hiring details on the form are
correct to the best of your knowledge, and
you wish to forward the activity to Human
Resources.

Reject - This hiring action cannot take place
. at this time, due to budgetary or personnel
m"‘;“w"ﬂ"‘ - “‘x”l;'w“.“"""d ey, ISSUS. ChoOSing Reect will send an email to
WS [, the Initiator of this Hiring Action, asking
MAGIIA R AN S i him/her to contact you regarding the matter.
— The workflow will be terminated.

Return for Correction - Some or all of the
information on the form is incorrect or
questionable and you would like to clarify or
discuss with the person who initiated the hire
process. Choosing Return for Correction wil
send an email to the Initiator, asking him/her
to contact you regarding the matter.
‘Workflow will return to the Data Entry form in
the Initiator's worklist so it may be reviewed
and/or corrected.

* Choose One

© approve
O Reject
(© Return for Correction

Your comments (as Budgetary or Vice Presidential Approver): none
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About the buttons below:

Complete  Save & Close

Complete - The same as a Submit button on
a web page. When you are finished with this
form, click the Complete button to Submit
the data to the next destination.

Save & Close - If you have entered some
data above, but cannot finish the work right
now, dlick the Save & Close button to exit
this form. The data will be saved until you can
get back to it.

Cancel - The same as a Reset button on a
web page, except the form will be closed. Any
data you've entered will be gone when you
resume work.

Cancel
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From: ® Fathergill, Robert (Computing and Information Tech Svc) Sent: Mon 9/8/2014 9:18

To: @ Fathergill, Robert (Computing and Informbtion Tech Svc)
ca
Subject:  Employee, New M0000xox

Attn William

Regarding the hiring of: Employee, New M0000xxxx

IMPORTANT: Please sign on to myMCC and refer to your Worklist channel to Approve or Correct this Employee Action. The person named above cannot be hired until
you have indicated a Budgetary or Vice Presidential Approval.
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Budgetary/Vice Presidential Approval Review

Please review details of the Part Time Hire being proposed below. Give extra attention to the Labor
Distribution details and make changes if you feel they are necessary.

Name: Fathergill, Robert
: M00005293 [N
Home Department Name: Computing & Information Technology
Job Start Date: 02-Sep-2014
Job End Date: 30-Sep-2014
Hourly Rate of Pay: 200
Hours per Week: £
Pay Periods this Fiscal: 3 \
Maximum Pay this Fiscal: 2,400.00 §
Labor Distribution kg bt
*Fund 1: 001 Rate of Pay, and Hours per
*0rgn 1: P Week values, such changes
gn 1: sz g
* A t Labor Distribution details may. would alter your bottom line
ccount also be changed, butyoumay Y ©'% Maximum Pay this Fiscal
* Percent: prefer instead to Return for. 100 (:Zu::hmweu c? better
i Return,for Correction,
*Fund 2: =
*0rgn 2: =
* Account 2: =
*Percent: o
*Fund 3: =
*0rgn 3: =

* Account

*Percent: o

Hiring Action Initiated by: Robert Fathergil
Oriainator Commentea: None




