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 JD Acknowledgement User Guide for Employees 

 1.  The  JD Acknowledgement  process is initiated when employees  are newly hired, promoted to another 
 position, reclassified, or have updates made to their job description. 

 2.  An email is automatically sent to the employee linked to the job description (see sample email below). 
 When you receive a JD Acknowledgement email, start the process by clicking on the link in the email: 

 3.  Read the instructions and then review your job description. 



 4.  View your job description before acknowledging it. 

 5.  View, print and/or download your job description. Close the window when done. 



 6.  Check the acknowledgement box and click on “Complete Workflow Step”: 

 7.  Finalize the acknowledgement process by checking the box and clicking “Confirm”. 

 8.  You no longer need to print out and sign your job description. The online acknowledgement process 
 replaces the old process of wet-signing JDs. 


