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Go to the HR Employment page or any other UHCL page.     
 
1. Click on go.uhcl.edu.   

 
 
2. Log in using your UHCL employee credentials. 

  
 
3. Click on the PageUp icon. 

  
 

4. Once logged in, the user’s dashboard will load. 
• The dashboard will list any jobs connected to the user. 
• Navigate to the right side of the dashboard and locate Manager Activities. 
• Click on Offers awaiting your approval. 
 

 
 
 
 
 
 
 
 

https://www.uhcl.edu/human-resources/employment/index.aspx
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5. Click View next to the offer needing approval to review offer details. 
 
 
 
 
 
 
6. Click Approve. Job status will move to Approve. 

• To deny an offer, click Decline. 
• A pop-up will appear requesting a reason for declining. Comments are mandatory. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 


