
 

Each of these change the view of jobs beneath it. The circle that is 

grey and labeled “Total” will show the total number of requisitions 

that you have open. The orange circle will show the number of 

requisitions that are pending approval. The green circle indicates 

the number of approved requisitions.  

The Teams and Users box will display 

all the teams that you have access to 

and the members of that team. Along 

with stats on their jobs, position 

descriptions, and vacancies.  

Each of these is a Job Card. By 

selecting one, you will be brought to 

that job card, only the jobs that you 

are listed as the PPA/CCC on, will 

show.  
Manage Activities allows you 

to quickly access jobs that 

are requiring your review, 

any new hires, or your new 

hire tasks.  

Any tasks that you have 

assigned to yourself or 

that someone else has 

assigned to you will 

show on your 

dashboard here.  
This box keeps track 

of the activities that 

you have performed 

that week.  


