
Click to edit Master title style

Authorization To Hire - Requester



Requestor • Completes Form

• Submits Request

• Receives Email Notifications Throughout 

Approval Process

2
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Requestor

Form Information

Required Fields = Asterisk

Arrow = Dropdown Fields (Select From List)

Tab = Populated Fields From PeopleSoft



Requestor

Requestor Information & Hiring Exception Reasons

4

Each request is individually numbered with a date and time stamp.

Select the hiring exception reason from the list
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Enter your 7-digit phone number (no area code)

Your information will be automatically filled-in

Enter Employee ID number & tab

Select Campus From Dropdown List

Requestor

Requestor Information
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If Belknap or Shelby Campus, select from list 

Requestor

Belknap or Shelby Campus

Select From Dropdown List 
College/School/Division

Approver / Reviewer 
Populates 
Automatically
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If Health Sciences Campus, select from list

Requestor

Health Sciences Campus

Select “Yes or No” 
Health Sciences Campus Requests Automatically Route To Approvers
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Requestor

Position Information Details

Your Information Will Be Automatically Filled-
in For Department And Dept. #

Select Position Category From Dropdown List

Select Position Type From Dropdown List

*You can change these if it is for a different department*
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Requestor

Existing Vacant Position

If Existing Vacant Position

Enter PCN

Fields Will Populate

Answer Reclass Question

If Yes, Add Title & Grade

Enter Salary

Enter Full Time Equivalency %

Answer Coverage
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Requestor

New Vacant Position

If New Position

Enter Salary

Fields Populated Based On 
Your Department

Details

Enter Proposed Title

Enter Full Time Equivalency %
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Requestor

Upload Relevant Documents

Attach

Select Document

Open

Check 
Documents 

Uploaded
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Requestor

Funding Source(s)

 Check Any That Fund This Position
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Requestor

Funding Source(s)

Select 
Add

*Continue to 
Add Until All 
Funding 
Sources are 
Included for 
Position*

Notice Funding Total MUST
Match Projected Salary
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Requestor

Questions

Answer All 
Questions
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Requestor

Job Advertisement

Complete Job 
Advertisement 

Information

Submit To Complete



Requestor
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Errors Submitting Form
Review Form To Find Field (highlighted in red)
(usually it is because required field is not entered)

1 Select OK

Attach 
Document(s)

3

Required Field Not Entered2



Requestor
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Resubmit Form After Correcting

Submit Form Again4

Save Form Message5



Requestor
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You’ve Got Mail!

Email Sent From
onbase@louisville.edu

Request #

3

Note: You will be sent approval emails throughout the approval process.

2

1

Email Contains 
Information Pulled 
From Your Request



Requestor
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If Changes Are Needed

Use Link to Access Form2

1
Changes Needed From 
Dean/VP Approver



Select “SUBMIT”
If Completed Review

Form Saves

Requestor
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Make Changes Needed

3

1

2

Window Automatically Closes



1234567

Form Doesn’t 
Look Right 
(no background 
or logo)

Requestor
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Problem Viewing Form

1

Close Browser 
and All Tabs

2
Re-open Form from Email Link3



Requestor
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Changes Made Notification



Requestor
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Approved Notification

All position requests must be approved via this 
process. Please do not send documentation 
separately (without the system approval) to 
Compensation or Employment.
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