
ADJUNCT	LECTURER	–	REQUEST	TO	HIRE	PROCESS	
	

	
	
	
	
	
	
	
	
	

	
	
	

	

1. 	Select	candidate	name	
recommending	for	hire.	

2.		Click	on	Recommendation.	

3.		From	drop	down	menu,	select	“Request	
to	Hire”,	click	on	Next.	



	
	
	
	
	
	
	
	
	
	
	

4.		Enter	candidate’s	Last	Name,	First	Name	
–	Adjunct	Lecturer	–	Department	Name.	

6.		Make	sure	“Add	Approvers”	is	checked,	
click	Save	Changes.		If	you	are	not	ready	to	
send	for	approval,	uncheck	“Add	Approvers”	
and	click	save.		Request	to	Hire	will	remain	
in	your	Open	Requisitions	tab	until	you	send	
for	approval.		

5.		Complete	Hire	Info	Form	details.	



	
	

7.		Add	approvers	:	
	 Department	Chair	
	 HR	(Leah	Betts)	
	 Dean’s	Secretary	
	 Dean	
	 Provost’s	Secretary	
	 HR	(Leah	Betts)	

8.		Click	on	Send	for	Approval.		When	
approvers	approve,	“Approved”	will	appear	
next	to	their	name.		


