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REQUISITION APPROVALS 
 
This quick guide describes key steps in approving a requisition. It also describes how to edit rejected requisitions and re-
submit them for approval. Other resources are available at www.uvic.ca/hr/services/home/hiring/. 
 
Information for approvers 
 
As an approver of a requisition, you will receive an automatic email notification from the UVic Careers system when the hiring 
administrator has completed the requisition. You have the option to approve/reject the requisition from your email, or log in 
to the UVic Careers system to view the requisition details. 
 

# INSTRUCTIONS SCREENSHOT 

1 

Open the System 
Notification in your 
email inbox. 
 
 
Click on the 
hyperlink found at 
the bottom of the 
email message 

 

 
 

 
 

2 

The UVic Careers 
Approval or 
Rejection screen 
will appear.  
 
Select the Approve 
(or Reject) button.  
Comments are 
required if you are 
rejecting a 
requisition. 
 

 

 
 

http://www.uvic.ca/hr/services/home/hiring/
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# INSTRUCTIONS SCREENSHOT 

3 
A Success message 
will appear at the 
top of the screen.  

 

 
 

 

Approving from UVic Careers system 

1 

Sign in to the UVic 
Careers website 
from MyPage or  
https://uvic.mua.hrd
epartment.com/. 
 

 

2 

 
 
 
 
 
Choose the 
Requisitions 
Pending Your 
Approval alert on 
the Main 
Dashboard screen.  
 
 
 
 
 
 

 

 
 
 

https://uvic.mua.hrdepartment.com/
https://uvic.mua.hrdepartment.com/
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Alternatively, choose 
recruiting tab > 
Approvals  
 

 
 

3 

From the My 
Pending Approvals 
page, in the Actions 
column choose the 
green “Approve” or 
red “Reject” buttons. 
 
 
 
Alternatively, check 
the box in the 
column on the far 
left next to the 
applicable 
requisition(s). Then 
use the Approve/ 
Reject buttons at the 
bottom and choose 
Submit. 

 

 
 

4 

The Approval or 
Rejection screen will 
appear.  
 
Select the Approve 
(or Reject) button.  
Comments are 
required if you are 
rejecting a 
requisition. 
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Once you have approved a requisition, the next approver in the approval chain will receive an email notification 
requesting his or her approval. 
 
If you reject a requisition, the hiring administrator will receive a notification that it has been rejected. The hiring 
administrator can log in and edit and resubmit the requisition here: 
 

 
 
After revision, you will again receive a notification that the requisition is ready for approval. 

 


