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When To Submit the Form 

 
The Justification to Advance Position Online Form is required in any of these situations:  
 

• The position is subject to the position cap  
• The unit attests the position’s funding is gift, grant, or contract, however the fund is not on 

the position cap approved list of gift, grant or contract funds  
• Is exempt from the position cap based on job responsibilities, however the standard job 

description is not on the position cap list of exempted SJDs   
 
The form should be complete before you submit the TREMS job card to OHR for review. OHR will not 
release jobs requiring a justification form until the justification form is received and fully signed. 
 

Who Approves the Form 

 
The form requires approval from all the following:  
 

• Human Resources Lead 
• Finance Lead 
• Associate Vice Chancellor/Associate Dean (if applicable for your unit) 
• Dean/Director/Vice Chancellor 

 

Process Overview 

 

 
 

1. Initiator starts the form, completes all sections, and submits. 
o Only the initiator can edit the form. 

2. Form is routed to HR Lead for review.  
o HR Lead receives an email with a link to the form.  
o If HR Lead started the form, they will also complete the next step to approve/deny it. 

https://hr.wisc.edu/hr-professionals/position-cap/
https://uwmadison.box.com/s/ay7u4pktxarkyb26kljxob0n65vnbu64
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3. HR Lead approves or denies the form.  
o If approved, the form is routed to the Finance Lead. Finance Lead receives an email 

with a link to the form to review. 
4. Finance Lead approves or denies the form. 

o If approved, the form can be routed to the Associate Vice Chancellor/Associate Dean 
or other approvers, if applicable.  

o Form must be routed to the Dean/Director/Vice Chancellor for final approval before 
OHR review. Dean/Director/Vice Chancellor receives an email with a link to the form.  

5. Dean/Director/Vice Chancellor approves or denies the form. 
o Dean/Director/Vice Chancellor selects the check box for final review.  

6. Form is routed to OHR for final review.  
o OHR will reach out if there are questions or deny the form if expected signatures are 

incorrect. If denied, form will go to the initiator to correct and reroute for signatures. 
7. Initiator and all approvers receive an email that the form has been received by OHR.  
8. Unit submits the job card in TREMS for Talent Acquisition to post the position. If the 

form is for a waiver, the unit may proceed with approving the PVL waiver in JEMS. 
9. After OHR reviews the form, the initiator and all approvals will receive a confirmation 

email. This email is for informational purposes only; no action is needed. 
 

Process Tips 

 
• Each approver routes the form to the next approver for review by entering their email on the 

form. Refer to the list of approval contacts for each unit, stored in the HR Reps Position Cap 
Box Folder. 

• Dean/Director/Vice Chancellor may delegate approval to others. Talent Acquisition will need 
email documentation. Send email documentation to uwjobs@wisc.edu. 

• Only the initiator who starts the form can edit the form. If edits are needed after the initiator 
has submitted the form, an approver will need to deny the form. 

• School/College/Division HR can determine who is best to be the initiator. For example, the 
initiator could be the hiring unit or an HR Business Partner. 

• If an approver denies the form, it is returned to the initiator. The form will be routed again to 
all approvers.  
 

Initiator: Steps to Start and Submit the Form 

 
1. Go to the Online Justification Form home page. 
2. Select “Madison” as the campus. Click “Start Form.” 

 
3. Complete all sections. 

https://uwmadison.app.box.com/folder/288817551864?s=2xzkrieunsoffktfv6j5gu73g9pcyklq
https://uwmadison.app.box.com/folder/288817551864?s=2xzkrieunsoffktfv6j5gu73g9pcyklq
mailto:uwjobs@wisc.edu
https://positioncapjustificationform.app.wisconsin.edu/
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Approvers: Steps for Approval Routing 

 
1. Click on the link to the form in the email notification.  
2. Approve the form or deny it back to the initiator. 
3. Enter the next approver. Refer to the list of approval contacts for each unit, stored in the HR 

Reps Position Cap Box Folder. 
 

 
 
Finance Lead may enter additional approvers (such as Associate Vice Chancellor or Associate Dean), 
if applicable, or the Dean/Director/Vice Chancellor. 
 

 
 
Dean/Director/Vice Chancellor must check the box “Route to HR for final approval.” 
 

 
 
OHR reviews the form. Process is completed. 

https://uwmadison.app.box.com/folder/288817551864?s=2xzkrieunsoffktfv6j5gu73g9pcyklq
https://uwmadison.app.box.com/folder/288817551864?s=2xzkrieunsoffktfv6j5gu73g9pcyklq

