
 

Fill Vacancy 
 
The steps below demonstrate how to Fill a Vacancy.  You can use this action with any type of vacancy, 
including Leave Backfills and Limited Terms.  Leave Backfills are generally filled with temporary hires.  
 

The Recommendation to Fill form is required when filling a vacancy with an external 
candidate. 
 

Step 1: Enter the Effective Date the 
position will be filled. 
 
NOTE: You must enter the Effective 
Date before you select any action. 
The Effective Date will become 
display-only after the action is 
selected. 
 
Step 2: Select the Fill Vacancy 
action. The overall funding source for 
the vacant position must balance or 
be positive in order to Fill the position. 
 
Step 3: Enter the Name and 
Employee ID of the person you 
want to Fill the Vacancy. 
 
Step 4: Click OK to save the 
changes and return to the Staffing 
Summary page. 

 

 

 
 

Step 5: View the row in the Vacant 
Positions section. 
 

Note that the  next to  

the row has changed to a , 
indicating a change and that the 
employee’s name and ID are now 
displayed. 
 
 
 

 
 

 

The action is complete! You have now filled a vacancy. 

 


