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1. Accessing the approval Request 

 

You will receive an email like the one below:  

 

 

 

 

 

 

 

 

  

NOTE: when you click Next the form will appear, you will be able to review the details but not edit them.  

 

  

 

 

 

 

You will be able to see that there is a HR 

Confirmation pending. To open up the 

form, click Next. 

Once you have reviewed the 

form, you can confirm or 

reject the form by clicking 

here. 
NOTE: at this stage of the process, you will be able to review the 

form, but not make any changes. If there is anything wrong with 

the form, you will need to reject the request as shown below. 

By clicking on the link contained in the 

email, you will be taken straight to the 

progress tab of the staff request. 



2. Confirm Request: 

 

 

 

3. Reject Request: 

 

 

 

  

If you approve the request, this box 

will appear where you can leave any 

notes. You can then Confirm. 

If you wish to reject the 

request, you must select 

the reason from the drop 

down menu.  

You should give further details of why 

you are rejecting the request in the 

notes box. 

Then click on Confirm Rejection. 

NOTE: If you reject the request, the form 

will be sent back to the Hiring Manager 

to make any amendments etc. 

 

If you approve at this stage, 

the form will show as 

confirmed. 

NOTE: You can now share 

the reference number with 

the HR Team/Administrators 

who will be setting the job to 

live. 



4. Create Job- recruitment only  

 

 

 

 

 

Once you have clicked on the icon, the job will appear with a 

new job reference on Stonefish as shown below: 

 

 

5. How to retrieve the job and make it live 

 

Go to https://jobs.leeds.ac.uk/Logon/ and log on using the staff login as shown below: 

 

 

 

 

Once you have confirmed the request, this 

message will appear at the top of the page. 

You can click on the Create Job icon to 

proceed. 

Once logged in, click on the ‘ADMIN’ tab 

on the page 

https://jobs.leeds.ac.uk/Logon/


Once on the Admin page, click on the Vacancies tab as highlighted below: 

 

The vacancy page will appear: 

  

 

The job with that reference number (or multiple jobs if you have searched by job title) will appear. Click on Edit 

for the correct job: 

 

 

Search for the job by adding 

the job reference number (or 

job title) here and clicking 

search. 

The job will appear and you will now be 

able to enter any further information 

such as the shortlisting and interview 

dates if known.  



 

 

You will then have the opportunity to review the Killer questions, Selection criteria and the Job description.  

NOTE: you can still make changes to the formatting at this point, as you would do normally. 

 

 

Once you have finished, the job will appear complete. You can then preview the Job and person specification 

as below: 

 

 

 

 

You should also enter the Hiring 

Manager and HR contact information.  

 

Add any further admin notes required. 

You can then click next to move on.  

When you have reviewed these areas, 

you can click on finish. 

You can preview the job by clicking on 

preview. 



 

 

 

 

 

 

 

 

 

 

 

 

 

You can preview the Candidate Brief, including the Person Specification, by scrolling to the bottom of the 

page: 

 

The Candidate Brief will appear: 

 

 

Select Candidate brief by 

clicking on the downloads. 

The job will then appear. 

NOTE: Once previewed you 

can go back into the job and 

make amends to the 

formatting etc, as you would 

have done previously. 

The request is now 

complete. 

 

 



6. Change requests  

 

 

 

 

 

 

 

 

 

NOTE: All requests within this section can be actioned both on 

SAP and the standard issuing of paper work to the employee.  

 

You can still view requests which have been fully confirmed and are waiting to be actioned on SAP. To do 

so, set the filter to finished, and only fully completed requests will show in the results. 

Click into the relevant request to view 

its full details.  

 


