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How to Complete an Emergency Hire Request
form

1 Navigate to https://powerforms.docusign.net/9e379a70-d45b-4869-92db-58a53
0a4d63c?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0d
f82721-ac1d-4c63-a607-e443830d0cf0

2 Add your full name and email here

https://powerforms.docusign.net/9e379a70-d45b-4869-92db-58a530a4d63c?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
https://powerforms.docusign.net/9e379a70-d45b-4869-92db-58a530a4d63c?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
https://powerforms.docusign.net/9e379a70-d45b-4869-92db-58a530a4d63c?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
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3 Enter the full name of the employee here - do not change the email listed here

4 Enter the full name and email of the Hiring Manager tab to next field
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5 Enter the full name and email of the UBO tab to next field

6 Enter the full name and email of the Dean/Director or Delegate tab to next field
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7 Enter the full name and email of the VP or Delegate tab to next field

8 Do not change anything here
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9 Do not change anything here

10 Click "Begin Signing"
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11 Click "Got it"

12 Click "Continue"



Made with Scribe - https://scribehow.com 7

13 Enter the information needed for the position.

14 Provide rational for emergency hire
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15 For the "Proposed Salary" field be sure to work with your UBO and provide any
additional details

For the "OAR Criteria" field review the OAR process and provide a detailed
explanation of how your requests align with OAR Personnel processing

16 Review this statement and select the box if it is a temporary appointment
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17 Add the required attachments to each respective attachment upload.

Those attachments are:

  • Position description

  • Candidate CV/Resume

  • And any additional information you feel necessary
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18 Click "Finish"


