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1. When a Requisition has 
been created by an 
Initiator and is ready for 
your approval, you will 
receive an email 
notification. 
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2. To view all requisition 
tasks assigned to you, log 
into Taleo and proceed to 
the Dashboard. Click on 
“Recruiting.” 
 

 
 

3. Click on the “Task” tab at 
the top or click on the number 
of tasks next to “Assigned to 
me” under Tasks. 
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4. Select “Tasks Assigned to 
me” under “Show tasks for 
requisitions.” Under “Task 
Type”, select “Approve 
Requisition.” Click “Apply 
Filters.” 
 

 

 

5. Select a task. 
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6. Approve or Reject and 
enter comments. Click 
“Done.” 

 
Note: If you select 
“Reject”, comments are 
required. 
 

 

7. To view all requisitions 
in your area, select the 
number of open 
requisitions from your 
Dashboard under “Job 
Requisitions.” 
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8. Select “In my 
coverage area, I own 
or collaborate on” 
from the drop down.   
 

 

9. To view pending 
requisitions, select 
“Pending." Scroll to 
the bottom and click 
“Apply Filters.” 
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10. A list of requisitions 
will be displayed 
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11. The Requisition Info, 
Prescreen Alerts, 
Attachments, Approvals, 
Sourcing, and History can 
be viewed. Click “Expand 
All” to view all sections of 
the requisitions. Click on 
the arrows on the left side 
to view details of each 
section. 
 
 

 

12. Once a requisition has 
been approved, posted, a 
candidate has been 
selected, and an offer has 
been created in the 
system, you will receive a 
notification to approve the 
offer. 
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13. To view offers 
pending approval, 
navigate to your 
Dashboard and click on 
the number next 
“Approvals in 
Progress” under 
“Offers.” 
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14. Your list of offers 
will be displayed. 
Click on the 
candidate’s name. 
You will be taken 
directly to the 
Approver screen 
under the “Offers” 
tab. 
 

 

 

15. Click on “Offer 
Details” to display 
details related to the 
offer. 
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16. Click “Expand 
All” to view details 
related to the offer 
at one time. 
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17. Candidate details are 
available as a pdf for your 
review prior to submitting 
your response (Approve 
or Reject). Click on “UHD 
External Offer” under the 
“Offer Letter” section. 
 

 

18. Once you have 
reviewed the pdf version 
of the offer letter, click 
“Close.” 
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19. Approve or Reject and 
enter comments. Click 
“Done.” 

 
Note: If you select 
“Reject”, comments are 
required. 
 

 

 


