Authorizer 1 Faculty and Authorizer 2 Faculty User Guide

A) Logging in to the ROCS System

1. Navigate to the https://jobs.rutgers.edu/hr/shibboleth website.
Login using your Rutgers NetID and password.

NOTE: Ensure your Wi-Fi connection is secure.
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NetID Login

NetlD:

Password:

Ensure proper security — keep your password a secret

(] 1am at a public workstation, disable single sign-on @

For security reasons, please exit your web browser when

you are done accessing serv that require authentication!

NOTE: If you do not have a Rutgers NetID or have guest user access, navigate
to the https://jobs.rutgers.edu/hr website. Login using your Username and
Password.

Contact ROCS@hr.rutgers.edu to request guest user access.
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Click Here To Log In With Your Network ID

Usemname

Password
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Authenucate with single sign-on?SS0 Authentcation
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B) Advancing or Returning Faculty Postings

1. In the upper-right corner for the User Group, select Authorizer 1-Faculty or
Authorizer 2-Faculty.

@ Rutgers Universiy H Suite =

<«

Applicant Tracking System

Rl ITGERS

Welcome, John Doe My Profile  Help | logout

User Group

Employes v

| Authorizer 2 Faculty

Welcome to your Online Recruitment System

2. Select the appropriate Postings designation.

@ Rutgers University HR Suite : Us X | 4= - a X
< @ @ nugers-shpeopieadmincam/nr O e e
Applicant Tracking System Welcome, John Doe MyProfile Help  logout
m“\GL‘RS User Group
Authorizer 2 Faculty ~
Home Postings * Hiring Proposals v Shortcuts ~

Welcome to | Facult lem

Temporary/Casual/Seasonal

3. Click on the name of the job posting to view the posting summary.

@ Futgers Unversiy HRSuite s P X —
€ 5 @ @ nngerssbpeoplesdmincom hyposting position_type_id=6 AN N
Applicant Tracking System ‘Welcome, |John Doe My Profile  Help  logout
RUTGERS s oroup
Authorizer 2 Faculty v
Home Postings ~ Hiring Proposals ~ Shortcuts ~

Postings / Faculty Yr
Faculty Postings
P £ ey

All Faculty Postings v1 x

“All Faculty Postings v1" () Selected records )+ Clear selection?
n 2 Next—

Posting Active Workflow Workflow State Last Status
Posting Name Number Department/Division Applications State Owner Update

le Posting ) School of Social ) - Authorizer 2 Faculty . January 28, 2021 .
20FA0N21 0 0282) 0 Authorizer 2 "5 = WD:PS AM Actions v

(Actions)
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4. Review the entire posting draft on the Summary tab.
a. If the posting needs to be updated, scroll up @ and use the Take Action on
Posting menu to select Return to Initiator, Return to Authorizer 1 Faculty,
or Return to Budget.

@ Rutgers University MR Sute s P X |+ —_—

& - C @ ruigers-sbpeopleadminicom/hr/postings/110922 W ks ow

Welcome, John Doe MyProfile Help  logout

Applicant Tracking System

KUTGERS

User Group:

Authorizer 2 Faculty v

Shortcuts ~

Home Hiring Proposals

Postings / Faculty / Sample Posting (Budget) / Summary Sear Next

™| Posting: Sample Posting (Faculty) edit

Keep working on this Posting

Current Status: Budget

Position Type: Faculty Created by: Jane Doe

Department/Division: School of Owner: Authorizer 2 Faculty :
Social Work (10262)

Return ta Initiator (move to
Initiator)

Return to Authorizer 1 (move to

Authorizer 1)
S History Settings Applicants Reports Hiring Proposals
didiali < "8 e i g Frop Return to Budget (move to

Budget)
Approve for Later Postin

Please review the detalls of the posting carefully before continuing PP 2
(move to Approved-Pending)

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting" button. You may add a Comment to the posting, Past (move to Posted) List.

in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup box. . i Internal/Waiver (move to

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has an or u
Approved Internal/ Walver)

will need to review this section and make necessary corrections before moving to the next step in the workflow.

© Position Details Edit

Payroll Designation

Position Information

b. Select the name of the appropriate employee and click Submit.

CAUTION: Never select System Account. Always select the
appropriate Authorizer 2 Faculty in your department. If System
Account is the only option available, contact ROCS@hr.rutgers.edu

5 mtiand:
WORKFLOW ACTIONS.

Return to Initiator (mave to
Initiatory

Benjamin Doe
Taylor Doe Return to Authorizer 1 (move to

Authorizer 1)
Ashley Doe
Connor Doe Return to Budget (move to
System Account Budget)
Approve for Later Posting
(move to Approved-Pending)
Post (move to Posted)

Internal/Waiver (move to

KEY: Any comments submitted at this step are permanent and will be included
in the automatic system email to the selected employee and will be visible in
the system.
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5. If the posting is accurate, scroll up and from the Take Action on Posting menu
select Authorizer 2 (move to Authorizer 2).

@ Autgers Universiy

: 5} C @ rutgers-sb.peopleadmin.com/h/postings/1

User Group:

Authorizer 2 Faculty

Shortcuts =

Hiring Proposals ~
p ot

Take Action On Posting v

™| Posting: Sample Posting (Faculty) it
Keep working on this Posting

Postings / Faculty / Sample Posting (Budget) / Summary

Current Status: Budget
Created by: Jane Doe
Return to Initator (move to

Position Type: Faculty
Owner: John Doe
Initiator)

Department/Division: School of
Social Work (10262)

er 1)
Summary History Settings Applicants Reparts Hiring Pr AUThONZEr 2 (Move to
[Aulwuv izer 2) ]
Additional Budget (move to

Please review the detalls of the posting carefully before contnuing Budget)
To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to your Watch List.

in the popup box that appears. When you are ready ta submit your posting, click on the Submit button on the popup box.
Ta edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has an orange icon with an exclamation point, you

will need to review this section and make necessary corrections before moving to the next step in the workflow.

@ Position Details  Edit

Payroll Designation

Position Information

4
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6. Select the name of the appropriate employee and click Submit.

CAUTION: Never select System Account. Always select the appropriate
Authorizer 2 Faculty in your department. If System Account is the only
option available, contact ROCS@hr.rutgers.edu

R L = B K
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WORKFLOW ACTIONS

Return to Initiator (move to
desteprites T s 18 datharize By Initiator)
Jane Doe
Benjamin Doe 4 Return to Authorizer 1 (move to
Taylor Doe | Authorizer 1)

Ashley Doe | Return to Budget (move to

Connor Doe | Budger)
System Account

Approve for Later Posting
(move to Approved-Pending)

Post (maove to Posted)

Internal/Waiver (move to
Approved Internal/ Waiver)
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C) Advancing or Returning Staff Position Requests

1. In the upper-right corner for the User Group, select Authorizer 1 or Authorizer 2.

@ Rutgers Unersty HR Suite x  + = B
« C @ jobsrutgers.edu/hr; w Gk e ow
Applicant Tracking System Welcome, John Doe MyProfile  Help  logout
T T - User Grou
RUTGERS :
Employee v
Authorizer 2 r

Welcome to your Online Recruitment System

£ My Filled Pastint My Qoen

2. Click the gl icon and select Position Management.

@ Futgers Unversty HRSUe s Us X = G

&« C @ rutgers-sb.peopleadmin.cam/hi/& w ks
Applicant Tracking System Welcome, John Doe MyProfile  Help  logout

o Applicant Tracking System User Group

Authorizer 2 ~

Hiring Proposals ~ Shortcuts ~

ine Recruitment System

£0) Position Management

0 Filled Postings
Last 30 days

11, 2016 - Faculty positions will be posted via ROCS. Please look out for an announcement on formal training apportunities

3. For Position Description, select Staff Position Requests.

@ Futgers University HR Suite X+ =y
& © & nagers-sbpeopleadmincomhry rE Gk » e
Position Management ‘Welcome, John Doe My Profile Help logout
T ~ User Group:
RUTGERS '
Budget v
Home Position Descriptions Classifications = Shortcuts ~
Welcome to l Staff Position Requests ||
Faculty
Alerts Faculty Position Requests 0 Filled Postings
Temporary/Casual/Seasonal
S porary; Last 30 days

Temporary/Casual/Seasonal Position Requests

G Starting on July 01, 2016 - Faculty positions will be posted via ROCS. Please lack out for an announcement on farmal training opportunities

4. Click on the name of the position request to view the position request summary.

Global Search (Do Not Delete) X
“Global Search {Do Not Delete)” @
nz:ﬁ‘;b/r‘f'.'":'.}lll\f-.‘x'.-—
(Actions)
Position
Request
Position Request Name Department Number Last Status Update Status
University Human Resolirces (10445)  20STO356PR  January 27, 2021 at 02:01 PM Authorizer 2 Actions v
New Position Description: Acct Asst | UHR-Operations (£26511) February 27, 2020 at 04:02 PM Draft Actions v
New Position Description: Research Program Administrator r Families (10343) 205TO326PR  February 03, 2020 at 11:54 AM Autharizer 1 Actions v
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5. Review the entire position request draft on the Summary tab.
a. If the posting needs to be updated, scroll up @ and use the Take Action on
Position Request menu to select Return to Initiator, Return to Budget, or
Return to Authorizer 1.

@ RumersuUnversty HRSUe P X 4 a x
& 5 C @ rigers-sbpeopleadmin.com/hr/actions/34875% *
Position Management Welcome, John Doe
KUTGERS User Group:
Budget
Position Descriptions ~ Classifications ~ Shortcuts ~
Position Requests / ... / New Position Description / New Position definition / Summary Search Results: Next
D New Position Description:Sample Job Position Request (Staff)  Edit Take Action On Position Request v
Current Status: Budget Keep working on this Position
Request
Position Type: Staff Created by: Jane Doe
Department/DIvision: University Owner: Authorizer 2 John Doe WORNELOW ACTIONS,
Human Resources (10445) Return to Budget (move to
Budget)
Summary History Settings Return to Authorizer 1 (move o
Authorizer 1)
Return to Initiator (move to
© Classification Selection  Edit Initiaor)

UHR Case Manager (move to
UHR Case Manager)

RBHS Chancellor Review (mave
to Chancellor Designee)

Classification Comp Case Manager (move to
Comp Case Manager)

Classification Name EMPLOYMENT COORDINATOR

b. Select the name of the appropriate employee and click Submit.

CAUTION: Never select System Account. Always select the
appropriate Authorizer 1 in your department. If System Account is the
only option available, contact ROCS@hr.rutgers.edu

in hathasicer Ei
Jane Doe
Tvler Doe

KEY: Any comments submitted at this step are permanent and will be included
in the automatic system email to the selected employee and will be visible in the
system.
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6. If the position request is accurate, scroll down to the Position Budget Information
and click Edit.

7. To submit the budget information, scroll up and from the Take Action on Position
Request menu select Authorizer 2.

@ Autgers University HR Suite = Po- X o= - 8 x
€ 5 C @ nagersshpeopleadmincomihr/actions/34875# CON- N N
Paosition Management ‘Welcome, John Doe My Profile Help  logout
RUTGERS User Group
Budget v
Home Position Descriptions Classifications Shortcuts ~
Position Requests / ... / New Position Description / New Position definition / Summary Search Results: Next

™| New Position Description:Sample Job Position Request (Staff) Edit

Current Status: Budget Keep working on this Position
Request

Position Type: Staff Created by:Jane Doe

‘ WORKFLOW ACTIONS

Department/Division: University Owner: Budget John Doe

Human Resources (10445) Authorizer 2 {(move to
Authorizer 2)

Summary History Settings Return to Initator (move o
Initiator)
Return to Authorizer 1 (move to

[ horizer
© Classification Selection Edit Authorizer 1)

Budget (move to Budget)
RBHS Chancellor Review (move

to Chancellor Designee)

Classification

Classification Name EMPLOYMENT COORDINATOR
Job Code 79607

FLSA Nonexempt

Grade 04

Table
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8. Select the name of the appropriate employee and click Submit.

CAUTION: Never select System Account. Always select the appropriate
Authorizer 1 in your department. If System Account is the only option
available, contact ROCS@hr.rutgers.edu
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