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AAA Solution – Process Diagram 
January 28, 2020 - VPFAL 

PATH 4 – Pathway to “Inform” Provost : Dean’s Office Initiated 

Choose this path for any appointments which do not require formal approval at any stage, but carry the expectation that the Provost will be 
informed and where the appointee is a member of PDAD&C. This includes appointment for the Principal of a Federated College. 

This path requires the following forms and steps to be completed: Initiate Appointment; Appointee Form; Address Book Form; On-lining 
Request Form. 

Allows on-lining 
Identify unit 

and role to be 
filled – once 
notified by 

Identify 
person 

appointed 

( Appointee Form 
can be edited after 

Provost Office 

(Complete one 
form per AAA 

Position) 

On-lined 

Federated by accepts) 

INITIATE 

DO Completes 
Submit 

Appointee 
Form 

DO Completes 

Submit 

Appointee 
form 

PO “Passes” 

Parked with 
the Dean’s 
Office until 

release 

On-lining 
request form + 
Address form 

completed 

HR/Fin user 
completes 

VPFAL reviews 
and releases 

on-lining form 

Submit 
(release) 

University Federated 
University 

PO 
Receives 

Appointee 
Form 

PO 
“Accepts” 

Accepts Submit 
Submit 

(Authorize) 

Local business 
officer enters the 

pensionable 
stipend record in 

HRIS 

Central HR User on-
lines the appointee 

into the AAA 
position(s) in HRIS 

Submit 
(Processes) 

Pull Term 
End Date Report 

Identify 
unit and 
roles to 
be filled 

Any changes to Vice/Associate Dean 
or Vice-Principal titles or new 
positions for these offices must be 
approved by PO and set up in HRIS 
before initiating an appointment 

Why do this?: 
1. The Dean’s Office in FAS 
should bring forward the 
appointment of a Federated 
College Principal, once they 
are informed, so that the PO 
is aware and the person is 
identified in HRIS. 
2. Part of the record of the 
position 

Status: 

Complete 
Data is in 

HRIS 

Appointee is 
automatically off-

lined from the 
AAA position(S) 
when their term 

ends in HRIS. 

No adjudication required under 
No action by PO required / policy / form is received and passed 
Process remains with D.O. 

Note things you don’t see: 

1. the DO initiator is not required to complete and will not 
see: 
i. Advisory committee form – a search isn’t required 
ii. Checklist - this doesn’t require approval 

2. the PO won’t see this record prior to submission for 
approval (“Pass”) 

DO releases 
when they are HR/FIN user 

ready for this to identifies who 

be public will manage 
record and enter 
stipend (post on-
lining). See User 
Guidelines for 
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Note, once approved by the 

the appointee is 
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Faculty/Unit 
Office) who can determine 
the timing of releasing this to 
the HR/Fin user who 
completes the forms for on-
lining 

Approved Pending On-
(Released) lining Form 

Central HR Users 
marks the 

appointment as 
processed after 
they have on-

lined the 
appointee into 

their AAA 
position. 
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