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Guide 3: The Approval process – for Approvers 

 
 
Introduction 
 
This guide describes how to view and approve job requisitions submitted to 
you via Talentlink. 
   
The process described here replaces the previous e-work approval process for 
internally or externally advertised posts only. 
 
Section A: The Approval Process 
Section B: Approving/Rejecting a Requisition 
Section C: Alternative Approval Method – Tasks App 
Section D: Forwarding an Approval Step 
Section E: Tracking the Approval Status 
Section F: Restarting the Approval Chain after Rejection 
 
 
Section A: The Approval Process 
 

� Talentlink provides a parallel approvals process.  Therefore, all 
approvers for a job vacancy are able to view and approve/reject a 
requisition at the same time. 

 
� The person raising the job requisition selects the type of funding of the 

post and the system applies the appropriate approval process.  This 
person also selects the people to approve the post. However, they are 
guided on the types of approver to choose (e.g. HR, Planning) and the 
selection list is filtered to only show users from those areas. 

 
� If the person who raises the requisition has incorrectly selected you to 

approve the post, PLEASE DO NOT APPROVE.  Instead, please 
forward the approval step to the appropriate person (see Section D). 

 
All members of the approval team need to approve the post before it can be 
advertised 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
Section B: Approving/Rejecting a Requisition 
 

� The approver will receive an email informing them that they have a 
request for approval* 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

� Clicking on Click to Process Approval Request link will take you to 
view the requisition in Talentlink† 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                        
* The email notifications can be switched off in the User Preferences.  If you have switched 
off email notifications, you will then need to approve/reject requisitions using the Tasks App 
(see Section C). 
† Check that the correct approvers have been selected for the funding type.  If this needs to be 
changed you can edit them (see Guide 4). 



 

 

 

� Clicking Approve will register your approval of the post 
� Clicking the Reject button will reject the requisition. 

• If rejecting the requisition, please note your reasons for doing 
this in the Comments field 

 
� At this point, you may not wish to approve or reject but speak to the 

person who raised the requisition, agree a change and complete this 
change yourself (see Editing a Job Requisition, Guide 4) and then 
approve the requisition. 

� However, if the change you make means that the other approvers 
would need to re-consider the approval of the requisition, you will need 
reject the requisition and then re-start the approval process (see 
Restarting the Approval Chain after Rejection, Section F) 

 
 
Section C: Alternative Approval Method – Tasks App 
 
Alternatively, you can approve or reject a requisition using the Tasks App 
which can be found on the Homepage. 
 

� Click on a task to see it in the overlay view 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Click the Job Title (in blue) to view the details of the job. (Clicking the 
2nd blue link - Job Approval - navigates to the full Job details screen.) 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� When you have finished checking the details, click close to return to the 
Tasks app 
 

� If appropriate, enter a message in the Comments field 
 

� Click Approve, Reject or Forward 
 
 
Section D: Forwarding an Approval Step 
 
 
A user can forward a step for approval to another approver.  For example, 
when you know for sure that the original approver is on holiday, you can 
forward the approval step to another user or yourself, to avoid blocking the 
workflow of the Job vacancy.  Also, if someone has made an error when 
selecting the approvers, you can forward the approval step to the correct 
approver. 
 

� From the jobs page, on the Job Approval Process tab, click Forward 
to the right of the step that you want to forward to another approver. 

 
 
 
 
 
 
 
 
 



 

 
 
 
 

 
 
 
 
 
 
 
 
 

� Select the new approver and the approver to be replaced. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Enter/edit a message in the Administrative Comments field (if 
required) 

� Click Submit to forward the request to another user 
 
 
 



 

Section E: Tracking Approval Status 
 

� Go to the Job Approval Process tab to see the approval status for 
each approver 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
In this example, you can see that the Executive approval is complete.  HR 
have approved the post but Planning and Finance have yet to approve or 
reject. 
 
 
Section F: Restarting the Approval Chain after Rejection 
 
When a job requisition is rejected this does not necessarily mean the request 
is finished.  A rejection can be used to make changes which will affect the 
other approvers who have already approved the request e.g. change of Grade. 
In this case, after rejecting the request, the changes can be made to the job 
requisition and all the approvals can be reset and resubmitted.  This can also 
be performed by the requesting department, if appropriate. 
 
[If these changes are subtle (e.g. correcting a spelling mistake) then the 
request can be edited without rejecting and resubmitting.] 
 

� On the Job Approval Process tab, you can see when an approval step 
has been rejected. 

 
 
 
 
 
 
 
 
 
 
 
 



 

� You can view any comments / messages from the approval process by 
clicking View History, to the right of the approval step.  A new window 
will open 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� To make the required changes, click on the Job Content tab if it is not 
already showing and then make sure the Job Requisition sub-item is 
selected. Click  to display the dropdown and select Edit Job 
Requisition 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Make your changes on the displayed form and press Save 
 



 

� After making the necessary changes, from the Job Approval Process 
tab, click       and then select Re-Start Approval Chain*.  A new 
window will appear 

 
 
 
 
 
 
 
 
 
 
 
 
 

� Enter/edit the message (if required) and click Send 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� The original approvers will receive a new task. 
 

                                                        
* The Re-submit for Approval link next to the rejection line will only send this back to you for 

approval.  Therefore, you should not use this button 

 


