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MacTRAC FAQs 
 

  

Why are there two work schedules? 
 
The first is tailored to full time hours. The second is tailored to an irregular 
schedule. You would state the schedule in the box provided, i.e., working Monday, 
Wednesday and Thursday. 

 

Why is the ‘benefit percent allocation’ a required field?  
 
This information is required for your departmental approvers and FHS Finance 
approval. 

 

What is the ‘time frame required’ for the percent allocation?  
 
The percent allocation is to be calculated for the duration of the contract which 
must be for less than twelve months for temporary appointments.  

 

Why does the ‘company division’ appear again?  
 
It appears again for data collection purposes. 

 

Is the closing date needed?  
 
It is not necessary but it is helpful for approvers. 

 

Why are there options for requisitions?  
 
The options are available for department’s that are creating more than one 
position. They can create one template to use for multiple positions. 

 

Will ‘additional compensations details’ go into the offer letter? 
 
Yes, it is important that correct grammar and sentence structure is used as this 
information will automatically be transferred to the offer letter. 

 

Why is ‘job description’ a mandatory field? 
 
There are many purposes for this field; it helps explain the job to your approvers; it 
can be used to add any additional duties not captured; and it is required if you are 
posting this position (will require job advertisement). 

 

What is the purpose of the ‘additional comments’ field?  
 
This can be used to capture anything that is not in the job description. The 
information included here is only for your approvers, i.e., to let them know that this 
is a repost or a change in any financial information. 

 

Who are ‘adhoc’ approvers?  
 
These are approvers who are not set up in MacTRAC, for example, a faculty member 
who is responsible for the grant. 
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Where is the ‘more option’ icon to attach a candidate to a requisition? 
 
It is located on the left hand side of the requisition. 

 

What does a candidate do if they do not have a profile? 
 
The candidate should create their own profile according to the instructions provided 
in Process Matters:  
http://www.workingatmcmaster.ca/med/document/Candidate-s-Instructions-1-
81.pdf 

 

How do I review the letter of offer? 
 
Click on the icon to the left of the offer letter drop down menu. 

 

What should we do if the candidate has deactivated their account?  
 
They should contact FHS Human Resource Services (FHS HRS) to reactivate their 
account. If it is as a result of forgetting their password, they can click on ‘forgot my 
password’ and a new one will be generated. 

 

How do I view the approvers?  
 
On the ‘manage requisition’ screen, click on the job title link.  The bottom of the 
document lists all of the approvers for the requisition.  It will also indicate whether 
the requisition has been approved by the approvers. 

 

Why can’t the candidate see my job offer?  
 
It is possible that the job offer may have been sent to the wrong email address if the 
hiring manager created the account for the candidate.  It is important for all 
candidates to create their own accounts in MacTRAC. 

 

Can I change my financial approver?  
 
No, all financial approvers are linked to each departmental account.  If an approver 
is away from the office, the approval message will be redirected automatically to a 
replacement financial approver. 

 

What paperwork needs to be sent to FHS HRS? 
 
A signed copy of the offer letter and the employee deposit and work authorization 
information form.   All other forms are completed online and routed electronically. 

 

How do I find my requisition? 
 
Click on requisition. Click on manage requisition.  Every requisition that has been 
created will be listed in the table.  

 

Finance has rejected my requisition.  How do I make corrections and resubmit? 
 
Click on requisition. Click on manage requisition. Click on the resubmit requisition 
for approval link, which is on the left hand side of your requisition. This will allow 
you to make any changes to your requisition before you resubmit for approval. 

http://www.workingatmcmaster.ca/med/document/Candidate-s-Instructions-1-81.pdf
http://www.workingatmcmaster.ca/med/document/Candidate-s-Instructions-1-81.pdf
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I cannot add my candidate to the requisition (I see the following error message: 
Error: You are unable to attach this user to your requisition. Please contact your 
HR advisor or x222HR to have this user attached.).  What do I do?  
 
Please send an email to FHS HRS which includes the following details: description of 
the error, the requisition number, candidate’s full name and email address. Once 
FHS HRS has attached your candidate manually, you will receive a confirmation 
email. 

 

I am not able to send the offer letter to the candidate.  What do I do? 
 
Check to see if your requisition has been completely approved. Click on requisition. 
Click on manage requisition. Click on job title. Scroll down to the bottom of the 
requisition, where you will see the approval chain. If your requisition has not been 
approved, please send friendly reminders to your approvers. Once your requisition 
has been approved, the system will allow you to send the offer letter to your 
candidate.  

 

The candidate cannot see the offer letter.  What do I do? 
 
Check to make sure that the correct email address is being used. If not, you will 
need to unattach the incorrect email. Click on requisition. Click on manage 
requisition. Click on candidate. Click on the box in the first column. Select remove as 
candidate in the drop down menu. Click go. Please ensure that the right email 
address is being used before you reattach. Reattach candidate as per normal 
procedure.   

 

The candidate cannot see the onboarding documents.  What do I do? 
 
Have the candidate check their junk email boxes. If the candidate cannot still see 
the onboarding documents, you can resend them. Click candidate. Click on active 
candidate. Select the job. Click on status. Click on initiate onboarding. For each 
document select recipient and send the document.   

 

When sending the onboarding documents, MacTRAC asks for an ID number.  I 
don’t know what to put in this field. 
 
To continue on in the process, put TBA in the field and MacTrac will allow you to 
continue. 

 

How do I increase the rate of pay after an offer has been sent? 
 
Ask the candidate to reject the offer. Then when resubmitting the offer letter, 
change the rate of pay. Click on requisition. Click on manage requisition. Click on 
candidate. Click on status. Click on initiate offer management process, and enter in 
the new rate of pay. Review letter first, then submit. Don’t forget to notify FHS 
Finance and FHS HRS of any salary changes by email. Please include requisition 
number.   

 

How do I revise the start or end dates after an offer has been sent? 
 
Ask the candidate to reject the offer. Correct the dates and resubmit the offer 
letter. Follow same process as above. Remember to notify Finance and FHS HRS of 
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any date changes.  

 


