
 
 

LPC/CPC Vacancy Authorisation Request via Trac  

Authoriser’s Step by Step Guidance 

 

Step 1 – You are notified that there are vacancies in Trac awaiting your authorisation 

When the previous Authorisers have reviewed and approved the vacancy, you will receive an e-mail 
(printscreen below) prompting you to log into Trac and Grant Authorisation/ Refuse Authorisation.  

Suggestion: You could set up a rule on the Shared e-mail account to move these e-mail notifications 
to a folder in your inbox if this makes it easier for you to manage the vacancy authorisation requests. 

 

 

 

Step 2 - Log into Trac 

Please click on the https://admin.trac.jobs link, included in the email notification received. 

Login Details 

Username: Your shared mailbox  

Password: LPCApprovals1234! 

 

 
 

https://admin.trac.jobs/
mailto:kch-tr.lpcapprovals.theatres@nhs.net


 
Step 3 – Access the list of vacancies awaiting authorisation 

 

Step 4 – Search for the vacancy awaiting your approval 

Go to Quick Find → Vacancy and type the Reference Number of the vacancy awaiting your 
authorisation; this is in the subject of the email you have received.  

 

Step 5 – Review the vacancy

 



 
 

To review the vacancy, click on Details, where you will see all the Vacancy details along with the 
Authorisation Questions and Answers (same content with LPC Spreadsheet in the current Trust LPC 
Process). 

 

 

 

 



 
 

If you are happy to approve you click on the green Grant authorisation button  

 

 

where your will be prompted to add a note and click confirm Grant authorisation 

 

 

The same applies if you attempt to Refuse authorisation, a note is required to confirm Refuse 
authorisation along with the Reason for refusing authorisation 

 

 

Important note: Please leave detailed notes in terms of the action the hiring manager needs to take 
or who to contact.  

 

 

 

 

 

 

 



 
 

In this example, the post has been rejected due to no funding and the vacancy screen looks like below 

 

 

The hiring manager receives an e-mail notification straight away 

 


