wcl Human Resources Hiring Manager/Business Admin —
Administration and Finance HOW to Approve a JOb Card

Go to the HR Employment page or any other UHCL page.

1. Click on go.uhcl.edu.

E-Services Hawk Card Class Schedule | go.uhcledu | UHCL at Pearland Mental Health

2. Login using your UHCL employee credentials.

UHCL

First Time User | Forgot Password

Legal Notice as Required by State of Texas

Texas Administrative Code (Title 1, Part 10,
Chapter 202) requires display of the following
nolice pertaining o system use within Texas
Higher Education entities:

A Unauthorized use is prohibited

B. Usage may be subject to securily testing and
monitoring

C. Misuse is subject to criminal prosecution

D. No expectalion of privacy except as otherwise
provided by applicable privacy law

3. Click on the PageUp icon.
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4. Once logged in, the user’s dashboard will load.
e The dashboard will list any jobs connected to the user.
e Navigate to the right side of the dashboard and locate Manager Activities.

e Click on Jobs awaiting your approval.
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Jobs requiring panel review
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https://www.uhcl.edu/human-resources/employment/index.aspx
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5. Click View next to the job needing approval to review job details.

Date raised Reference No. Job title $= Hiring Manager
Oct 14, 2024 492279 Director, HR Operations Joanne Slovacek
Oct 14, 2024 492277 Human Resources Generalist Abby Varela
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Click Approve. Job status will move to Approve.

e Todeny ajob card, click Decline.
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A pop-up will appear requesting a reason for declining. Comments are mandatory.
Next page »

Please fill in all mandatory fields marked with an asterisk (*).

Save a draft Approve Decline Cancel
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houston.dc4.pageuppeople.com/v5.3/provider/manag...
Please select a reason as to why the job has been
declined:*

Select

Additional comments:
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