
Section 3:

Viewing & Approving Pending Actions
This section includes instructions on how 
to approve  an Action (s) Awaiting 
Approval



To view pending actions, click on “Pending Actions” here.

Pending actions are those 
actions awaiting your approval.



This is the Pending Actions Page.  Records of pending actions that 
need your attention can be viewed and selected here.  



View Action Summary Page

To edit 
information, 
click here 

Click here to:

• Save Action Without Submitting

•Submit to Hiring Authority

•Submit Action to Dean/Director

To print position summary, click here

Click here to continue to next page



The details of your position 
description are NOT SAVED until 
you click “Confirm”.


