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Approving a New Title Task  

A New Title Request form is created when an applicant submits an application for conferral of an honorary title 
via the online application form. 
 
Alternatively, the Faculty/School Delegate (School Contact) can initiate a task on behalf of the applicant. 
 
In each instance, the Faculty/School Delegate will consult with the Head of School/Executive Dean to evaluate 
the application in accordance with the Titleholder - Conferral of Honorary Roles Procedure. 
 
Requests submitted by the applicant will workflow to the respective Faculty/School Delegate, depending on 
the Faculty/School nominated by the applicant. 
 

 

 
 

 
 

The approver receives an 
Action Required email 
notification. 
 
Click on the worklist link to 
view all tasks awaiting 
approval. 
 
Alternatively click on the 
name link to take you directly 
to the eForm. 
 
 

  
 

Evaluate a Title eForm is 
displayed. 
 
Review the details and 
attachments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.adelaide.edu.au/hr/handbook/recruitment/titleholder/
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The Transaction / Signature 
Log shows the approval 
history (see below for further 
information). 
 
Comments can be added in 
the Your Comment box. 
 
Click on Approve or Decline. 
 
When Decline is selected, a 
comment is mandatory. 
 
Note: If the application is 
declined by an approver, it will 
be returned to the 
Faculty/School Delegate for 
revision or withdrawal. The 
Faculty/School Delegate can 
make revisions and resubmit 
the form or end the 
application by withdrawing the 
form.  
 
(Where the applicant has 
applied directly, an email will 
be generated notifying them 
the application has been 
unsuccessful).  

 

 
 
Action Legend 

Submit Initial submission by applicant or Faculty/School Delegate 

Approve Approved by an approver 

Recycle Declined by an approver  for revision or withdrawal  

Resubmit Resubmitted by Faculty/School Delegate 

Authorise Fully Approved by final approver 

Execute Successfully integrated into system 
 

Transaction / Signature Log  
 
Role Name: Approval level 
User ID: Approver’s 
Employee ID 
User Description: Approver’s 
name 
Action: The Approval status 
of the form  
 
Note: 
Status: This is the overall 
system status for the form 
and can be ignored by 
approvers. 

Once the eForm is fully approved, an email will be automatically generated to the applicant notifying them 
their application has been successful. The successful email will contain a letter confirming the details of the 
title, including the duration and useful links. 
 
The application notification email is copied to the Faculty/School Delegate to organise for essential services 
using the New Starter Form. 
 
If you require further information, please contact the HR Service Centre at 8313 1111 or complete the online enquiry form. 

 

http://www.adelaide.edu.au/hr/systems/new-starter/
http://www.adelaide.edu.au/hr/about/service-centre/enquiry/

