
Manager’s Guide to Administrative Decision Hires in ERS 
 
All faculty, principal and staff positions should be filled through open recruitment methods either 
through  Human Resources or through Equal Opportunity Programs' (EOP) search procedures unless 
the unusual or term nature of the position requires an administrative decision. 
 
The use of administrative decision procedures is not used to employ persons on a temporary basis 
but rather is warranted only by: 
 

• Special emergency need;  
• Change in organizational structure and/or position requirements;  
• Interdepartmental promotion;  
• And in rare cases, when the job requires such unusual skills, training, or education, it could 

not be reasonably expected that a person with such unique qualifications could be employed 
by open recruitment.  

 
1.  Select the EUV Administrative Decision Requisition 

 
 
2. Carefully review the instructions for this requisition to determine if this is the appropriate 

requisition for your hire.  Please contact the Equal Opportunity Office at (404) 727-9867 if you 
have questions concerning the Administrative Decision process. 

 
 
 
 
 
 
 
 
 
 

Click the List >> button 
to select a Job Code 

You may enter the Job Code if you know it or you may 
type in partial values and use the Starts and Contains 
radio buttons to Search for your code.  Once your code 
appears in the left hand results box, highlight the code 
and it will move to the right hand selection box.  Click 
OK to select code.  The search box will close and the 
Job Code field will be populated.  Hit Continue >> to 
proceed. 



3.   The requisition will open with several fields pre-populated with default data.  Please complete 
the remaining fields and Save.  An * indicates a required field. 

 

 
 
 
 
 

List >> fields indicate list with 
more than 300 options.  To properly 
select a value in a List field, use the 
List >> button to search and select 
the correct value. 



 

 

 
 

After selecting the Health and Safety Question Type and all that a position may involve,  
the Disclosures listed in the third box will be highlighted.   

Please do not change the options highlighted in the Disclosure box. 

Rates displayed here indicate the 
salary range for this position.  
Compensation will be in contact with 
your department to determine the 
actual salary to be offered an 
approved candidate.

Many fields on the requisition 
will pre-populate with default 
data based upon the Job Code.  
You should not change default 
data on requisitions. 



 
 
4. The department Approvers will receive an email that the requisition has been created and they 

will be asked to approve the req. 
5. The department should request that the Candidate make a general submission to the ERS system 

if they do not already have a profile there.  The Candidate only needs to load their resume and 
create a profile.  They do not need to apply to a particular Job.  Current employees should use the 
internal gateway accessed through PeopleSoft Employee Self Service.  External Candidates 
should be directed to the Emory University Careers site to access the external gateway.  
Departments should remind Candidates to complete any forms they receive via email. 

6. Once the department has approved the requisition, EOP, Compensation, and University 
Recruiting will complete the process of attaching the Candidate to the department’s requisition.  
EOP, Compensation, and University Recruiting will gather all necessary forms from the 
Candidate and they will be in contact with the department concerning salary data.  When the 
process is complete, the hiring department will receive the Hire/Transfer Form (HTF) via email.  
The department must complete and Save the HTF. This replaces the old paper HRAF form. 

7. The department should forward additional forms such as the I-9 and the W4 and G4 tax forms to 
Data Services.  Once Data Services has received those forms and verified the data on the 
Hire/Transfer Form, entry will be completed to create PeopleSoft Job Data that the department 
can access. 

 
Note:  For Admin Decisions Only, the department should not update the Candidate’s Status in 
ERS.  The Candidate’s status will be moved forward by EOP, Compensation and University 
Recruiting. 
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Please highlight all three 
members of the Requisition 
Team so we can better serve 
you. 


