
 

H:\HRES\Recruiting Solutions\Job Aids\Current Page 1     10/29/20 
For Questions, contact: eeocompliance@uakron.edu 

 
 

Reviewer Job Aid 

Login 
1. From your web browser, navigate to My Akron by clicking on the link at the top of UA’s home 

page http://www.uakron.edu .  
2. Login with your UANetID and password.  If you do not know your ID and/or your password, 

contact the Support Desk at 330-972-6888. 
3. Click the Faculty/Staff tab. 
4. The Approvers area is displayed in the middle of the page.  Click Review Transactions. 

 

                
   

Review a Job Opening 

5. The Approval Status will default to “Pending my review” to show only those transactions 
which require action.  The Approval Process will default to “JobOffer”.   If you are reviewing a 

job opening, click the magnifying glass   icon to change the Approval Process.  

 

6. Click the Look Up button. 
7. From the Search Results list that displays, select “JobOpening.” 
8. Click the Refresh button. 

 

 
 
 

mailto:eeocompliance@uakron.edu
http://www.uakron.edu/


 

H:\HRES\Recruiting Solutions\Job Aids\Current Page 2     10/29/20 
For Questions, contact: eeocompliance@uakron.edu 

 
 

 
 
 

9. The Job Openings display.  To review the details, click on the Job Opening link.  
 

 
 

10. The details of the job opening are displayed.  Review the details. 

• Click the Hiring Team link to view the search committee, recruiting team, and 
interested parties. 

• Click the Job Postings link to view the job posting.  Click on the job title to see the 
posting details.  Click the Preview button to see the actual posting. Click Cancel to 
return to the Job Posting main page. 

• Click the Advertising link to view utilization, advertising activities, account 
information for charging background check, advertising and salary/benefits. Click 
return to job opening to go back to the Job Details. 

• Click the Activity & Attachments tab to view attachments that have been 
uploaded to the job opening. 

 
11. To view the Approval status, click the Approvals link. 
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12. The approval path for the job opening is displayed.   

 
              

13. When you are finished viewing the job opening, log out of My Akron. 
 
 
 
 
 
 
 

 

 

NOTE: If you are a “reviewer”, you will not be able to make any 
changes to the job opening. 
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