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Position Description 
Submitted

Verify that the employment 
details are accurate for the new 

hire. Will also provide 
justification for exceptional 

step placements

Complete 
Request

Process Request and 
route into queue

Verify that the employment 
details are accurate for the new 

hire. Will also approve 
exceptional step placements as 

One-up manager

End

Only used when 
exceptional placement is 

requested - approval

Fund 2
and/or

SPAS Center Fund 1?

Verify Data and correct 
fund/org 

Yes
Verify that the employment 

details are accurate for the new 
hire. Will also provide 

justification for exceptional 
step placements

Verify Data and correct 
fund/org 

Verify that the employment 
details are accurate for the new 

hire. Will also approve 
exceptional step placements as 

One-up manager

Data Autofills

No

Verify Data

Questions?
https://www.uaa.alaska.edu/research/sponsored-

projects-administration-services/index.cshtml
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