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Approval Process for a Job Opening



You will receive an email from hrp461@mcghgapsftapp1@gru.edu stating that you have a Job Opening 
to approve.  Below is a sample email.

Select the url in the email to view the Job Opening information for your approval.



From the PAWS Employee Portal
(https://paws.augusta.edu), select the 
“All Apps” icon from the Quick Access 
Bar.

If you are unable to log into 
the system via the link 
provided in the email, you 
may log into PeopleSoft 
HRMS through this 
navigational path to view the 
job opening information. 

https://paws.augusta.edu/


From the PAWS Employee Portal ALL 
Apps page, select PeopleSoft HRMS 
link.



Log in using your AU NetID and Password. This 
would be the same ID and password that you use 
to log into Outlook.



Navigation:
Main Menu > Manager Self Service > Review Transactions



Locate transactions needing  your approval by setting the Transactions filter to 
“Pending my review“. 

Update Process ID to find “JobOpening”.

Select Refresh.



Select Approve/Deny for the Job Opening(s) pending your approval. If you have more than pending 
transaction, Approve/Deny one at a time.   



Select Approvals.



If needed, the Approver is still able to 
add an additional Approver at this 
point.

If you approve, the transaction will 
continue to move through the 
approval process.

If you deny, the transaction process 
will stop. 

Select Approve or Deny.



You have successfully approved the Job Opening. 



Points of Contact

System Access Inquiries: Sharri Peck or Cathy Carver-
Parker

Faculty Support Services: Laurie Bush or Omar Forbes

Executive Recruitment: Carolyn Burns, Sharon Wingard or 
Sherena Hobbs

Staff Recruitment: Dena Pickett, Jacob Usry, Toneshia
Rickerson, Veeta Perry


