Revised 04/01/2015

State of Louisiana                                    Authorize Hire Quick Sheet

1. From the ‘My HR’ page in Insight, the ‘Hires’ section should contain all hires ‘Awaiting Authorization.’
a. Select the candidate’s name from the ‘Hire Name Column.’
b. Select ‘Edit.’
c. You will now be viewing the Personnel Action Form.
i. HR has the ability to edit the form and enter comments.
1. Comments may include results of drug screening etc.

d. Selecting ‘Save’ will save the work in progress as you process the candidate for hire.
e. Select ‘Save and Authorize’ once the candidate has been approved for hire.
2. Select ‘My HR.’
a. The hire has now been authorized by HR, and is no longer in the ‘Hires Awaiting Authorization’ section.
NOTE: As of February 16, 2011, all hires must be authorized in Insight within 30 days of the effective date in order to complete the hire process in LA Careers just as you are required to do in the Human Capital Management System (formerly ISIS HR) or your applicable HRIS system.  This can be found in the Staffing section of the HR Handbook.
3. Once you complete a recruitment, archiving your work will keep your active My HR screen current with your most recent postings.
4. From My HR, select ‘Edit’ from the Action column when viewing Inactive Postings. (When training, your posting may still be in the Active section.  Select ‘Inactivate’ from the Active section and the posting will then appear in the Inactive view).
a. Select the ‘Archived’ checkbox at the top of the posting.
b. Select ‘Save.’
c. The posting is now archived and removed from the My HR dashboard.
5. From My HR, select ‘Authorize’ under the Action column when viewing Open Requisitions.
a. Change the status from ‘Open’ to ‘Filled.’
b. Select ‘Save.’
c. The requisition is now archived and removed from the My HR dashboard.
Once your recruitment has been filled (or cancelled), it is a good practice to edit each of your Evaluation Steps and change the ‘Display Candidate Status As’ field to read ‘Position Filled’ or ‘Vacancy Cancelled.’  This message will appear on the applicant status bar and be viewable by your applicants so they will know they are no longer in consideration for the position.  
These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.


