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Approving a Requisition  
Once a requisition is entered into Taleo, the first level of approval is the Hiring Manager.  If an Initiator enters the 

requisition, once it’s submitted for approval, the Hiring Manager will receive an e-mail notifying him/her that a 

requisition requires approval.  

To view requisitions requiring approval: 

 On the Recruiting Center home page in the Tasks box, click the Approve Requisition link.  

A Tasks window will appear displaying all requisitions that the Hiring Manager needs to approve or has approved and 

still remains in the approval workflow, as seen below: 

 

 

Locate the requisition in question and click the Approve Requisition link in the Tasks column.  The Decide on Approval 

window will appear, as displayed on the following page.  
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 Message Details summarizes who entered the requisition, when, and any comments included in the request for 

approval.  A checkbox is available for the Hiring Manager to request an e-mail be sent detailing the decision.  

 Approval Order displays the approval workflow beginning with the Hiring Manager.  The Hiring Manager can 

select Approve (default) or Reject.  

 Requisition Details provides a summary of the requisition.   A link to a PDF version of the requisition is available, 

along with any attachments.  

o Note: To view the requisition itself and make any changes, the Hiring Manager would need to access the 

requisition through the View Requisitions on the Recruiting Center homepage.  

 

Once the Hiring Manager is ready to approve, he/she will select Done and the requisition will continue through the 

approval workflow.  

 


