Budget Role 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

NetID:

Password:

Ensure proper security — keep your password a secret

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

Forgot your NetiD of pa

First-time users,
Need mo

For security reasons, please log out and exit your web browser when
you are done accessing services that require authentication!
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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.

Rutgers University

Click Here To Log In With Your Network ID

Username

Password

Log In

Authenticate with single sign-on?S50 Authentication
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B) Entering Budget Information for Faculty Postings

1. In the upper-right corner for the User Group, select Budget.

@ Rutgers University HRSuite = U X | o+ = =
<« C & jobsrutgerseduh/ TR R e e
Applicant Tracking System Welcome, John Doe My Profile Help logout
T ~ User Group:
]{ll IGERS
Employee v
- Budget

Welcome to your Online Recruitment System

1 My Fillad Posting: My Qpan
2. Under the Postings designation, select Faculty.
@ Rutgers University HR Suite : Us: X | 4+ = = -
<« C @ rutgers-sbpeopleadmin.com/h, w G ow
Applicant Tracking System ‘Welcome, John Doe My Profile Help  logout
RUTGERS User Group
Budget v
Home Postings » Hiring Proposals v Shortcuts ~
Staff
Welcome to I Faculty tem

Temporary/Casual/Seasonal

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

@ Rutgers Universiy HRSuite P X - 8 x
< C @ rutgers-sb.peopleadmin.comMr/postings?position_type_id=6 r E TR e e
Applicant Tracking System Welcome, John Doe My Profile Help  logout
RUTGERS ser Group:
Budget v
Home Postings ~ Hiring Proposals > Shortcuts ~

Postings / Faculty Yy
.
Faculty Postings
= = ===

All Faculty Postings v1 x

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

(Actions)
Posting Active Workflow Workflow State Last Status
Posting Name Number Department/Division Applications State Owner Update
20FA0121 3533(‘?{6;%‘5'“' 0 Budget Budget : Maya Selzer {ﬁ”f“;’_%f{:foy ACTIONS v
[l Non-Tenra Track Eacyity Pasition Aeing and Health (Onen Bank) Schaol of Social 0 Draft Melissa parsowith  FEDTUATY 04 ctions
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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 from the Take Action on
Posting menu select Return to Initiator or Return to Authorizer 1.

@ Rugers Universiy HRSuite sPo X |

€ - C @ rugers-sb.peopleadmin.com/mr/postings/110922 -4

Applicant Tracking System

RUTGERS ser Groups

Budget

Home Postings ~ Hiring Proposals = Shortcuts ~

Postngs / Faculty / Sample Posting (Budget) / Summary Search Results: Next

| Posting: Sample Posting (Faculty) Edit

Current Status: Budget Keep working on this Posting
Position Type: Faculty Created by: Jane Doe WORKFLOWACTIONS
Department/Division: School of Owner: Budget John Doe Return ta Initiator (move ta
Social Work (10262) Initiator)

Return to Authorizer 1 (move to
Authorizer 1)

Summary Histary Settings Applicants Reports Hiring Proposals

Authorizer 2 (move to

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

HINT: It is important to select a name instead of System Account.

oo 3 Imove 19 Aathorizer T)

Ben

Taylor Doe
Tyler Doe
Ashley Doe
Connor Doe
System Account

KEY: Any comments submitted at this step will be included in the automatic
system email to the selected employee and will be visible in the system.

5. If the posting is accurate, scroll down to the Position Budget Information and click
Edit.

@ RugersUniversty HRSUe P X

€ 5 € @ nagers-sbpeopleadmin.com/hr/postings/110322

© Position Budget \nfcrmation

Budget Summary

Account/Index Number
Fund Number
Percentage Funded

Position Number

HINT: The & orange exclamation point icon indicates that budget information
has not yet been entered.
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6. Enter required fields and additional items as needed. For the Percentage Funded
field, the % symbol is not recognized by the system. When complete, click Save.

- 8 x

@ rumersUnaersey HRsutepo X |

€ > C @ rugerssbpeopleadmincom/hi/postings/110022/edittorigin=3%2F hid2Fpostings2F 110922 &b =2 &validate=1

ER I N S

RUTGERS
Home Postings ~

Editing Posting
© Position Detalls
© Reference Letters
@ Posting Specific Quest.
@ Posting Documents
© Applicant Decuments
© Guest User
@ Search Committee
© Search Evaluative Crit

Summary

Hiring Proposals ~

Postings / Faculty / Sample Posting (Budget) / Edit: Position Budget Information

Position Budget Information

s Check spelling
Required Informatio

Budget Summary

l Account/index Number |

This field is required.

Fund Number |

* Percentage Funded [

Enter a number with a maximum of 3 dlgits

Position Number |

Banner Only

Maximum Amount |

Salary C: Please select  “

Banner Only

CJRemove Entry?

Add Budget Summary Entry

User Group:

Budget ~

Shortcuts ~

ISave

NOTE: To enter funding from multiple sources, click Add Budget Summary

Entry.

CJRemove Entry?

| Add Budget Summary Entry ‘

7. If needed, an entry can be removed. Check off the option for Remove Entry? and
click Save. You will not be allowed to proceed if the total Percentage Funded

exceeds 100%.

Editing Posting

@ Position Details

Position Budget Inform...

@ Reference Letters

Position Budget Information

#s Check spelling

Maximum Amount |

* Required Information
& Posting Specific Quest.
Budget Summary

@ Posting Documents
© Applicant Documents Account/index Number | 12345678
© Guest User

Fund Number |
@ Search Committee
@ Search Evaluative Crit.. * Percentage Funded |50

summary Ente r i digits
Position Number |
Banner

Salary Component [Prease sslect  ~

Banner Only

owe [ ] emtcome

] Remove Entry?

RUTGERS

University Human Resources




Budget Role User Guide

C) Submitting Budget Information for Faculty Postings

1. To go back to the posting summary, click on the name of the posting.

@ Rutgers Unwversity HRSuite :Po- X 4= 2 o x

<« C @ rutgers-sb.peopleadmin.com/hr)

e Posting was successfully updated. x
Applicant Tracking System Welcor e o ben
UTGERS User Group
RS
Budget 5

Hiring Proposals » Shortcuts ¥

Postings / Faculty ] Sample Posting (Budget) § Edit: Position Budget Information

Editing Posting

rostion Budgetnermeten oo | <crmu ] sovsconine |
@ Position Details
Position Budget Inform...

@ Reference Letters

@ Posting Specific Quest.

= Budget Summary
© Posting Docurr

© Applicant Documents Account/Index Number | 12345678
© Guest User
Fund Number
@ Search Committee
© Search Evaluative Crit o Parkiage Fded 50
Summary

2. Scroll down to the Position Budget Information and verify the recorded
information is accurate.

& > C @ nagers-sbpsopleadmincom/nr/postings/ 110922
protected class in the areas of
fringe benefits, layoff, termination
please see th

recruitment, promotion, & , demotion, training, compensation, pay,
any other terms and conditions of employment. For additional information
on-Discrimination Statement at the fol
discrimination-statement

g web address: htg

uhr.rutgers.edu/non.

@ Position Budget Information  Edit
Budget Summary

Account/Index Number 12345678
Fund Number

Percentage Funded 50
Position Number

Maximum Amount

Salary Component

Account/Index Number

Fund Number

Percentage Funded 50
Position Number

Maximum Amount

Salary Component

HINT: The @ green checkmark indicates that budget information has been
entered.
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3. To submit the budget information, scroll up and from the Take Action on

Posting menu select Authorizer 2.

@ Rutges Unversty KR Sute R X o

€ - C @& nigers-sbpeopleadmin.com/hr/postings/110922

Applicant Tracking S

RUTGERS

Home Hiring Proposals ~

Postings / Faculty / Sample Posting (Budget) / Summary

™ Posting: Sample Posting (Faculty) Edit
Current Status: Budget

Position Type: Faculty Created by: Jane Doe

Department/Division: School of Owner: Budget: John Doe
Social Work (10262)

Welcome, John Doe
User Group

Budget

Shortcuts ~

Search Results: Next

Take Action On Posting v

Keep working on this Posting
WORKFLOW ACTIONS

Return to Initiator (move to
Initiator)

Return to Authorizer 1 (move

Authorizer 1)
Summary History Settings Applicants Reports Hiring Proposals ‘Authorizer 2 (move (©
Authorizer 2)
Additional Budget (move to
Please review the detalls of the postng carefully before continuing.

Budget)

To take the action, select the appropriate Workflow Action hy hmermg aver the orange "Take Action on this Pns(mg" 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 buttan on the popup box

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 orange icon with an excdamation 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

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

HINT: It is important to select a name instead of System Account

© e et il b x [

L B B et

Beniamin Doe

Taylor Doe
Tyler Doe
Ashley Doe
Connor Doe
tem Account
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D) Entering Budget Information for Position Requests

1. In the upper-right corner for the User Group, select Budget.

@ Rutgers Universty HRSuite = Uz X - 8 x
< C & jobsrutgersedu/fhr/ LA L I
Applicant Tracking System Welcome, John Doe My Profile Help logout
T ~ User Group:
]{l ITGERS
Employee v
- Budget

Welcome to your Online Recruitment System

My Fillad Posting: My Qpan

2. Click the [fill icon and select Position Management.

@ futgers Universty R Sute U X |

“« C & nugers-shpeopleadmin.com/hr/®

Applicant Tracking System Welcome, John Doe My Profile  Help  logout

£0) Applicant Tracking System User Group:

Budget v

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 opportunities
nocc o . N nocc i . b o1l

3. For Position Description, select the Staff Position Requests or
Temporary/Casual/Seasonal Position Requests.

@ RutgersUnversty FRSute sUs X

<« C @ rutgers-sbpeopleadmincom/hr

Position Management

Welcome, John Doe My Profile
DD O User Group:
KU [GERS
Budget v
Home Position Descriptions ¥ Classifications ¥ Shortcuts ~
Laff
Welcome to l Staff Position Requests l
Faculty
Alerts Faculty Position Requests

0 Filled Postings

Temporary/Casual/Seasonal Last 30 days

TYPE  MES! .
Temporary/Casual/Seasonal Position Requests

o Starting on July 01, 2016 - Faculty positions will be posted via ROCS. Please look out for an announcement on formal training opportunities

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

Global Search (Do Not Delete) %

“Global Search (Do Not Delete)" €Z)

2 I3 145 |6 7] 1:80] 9 || 10| 13 || Next—>.

(Actions)

Position

Request

Position Request Name Department Number Last Status Update Status

University Human Resources (10445)  20ST0356PR  January 27, 2021 at 02:01 PM Budget Actions v
New Position Description: Acct Asst | UHR-Operations (Z26511) February 27, 2020 at 04:02 PM Draft Actions v
New Position Description: Research Program Administrator Institute for Families (10943) 20ST0326PR ~ February 03,2020 at 11:54 AM  Authorizer 1 Actions v
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5. Review the entire position request draft on the Summary tab.
a. If the position request needs to be updated, scroll up and from the Take
Action on Position Request menu select Return to Initiator or Return to
Authorizer 1.

@ Rutgers Uniwersity HRSuite s Po- X o o %
€ > C @ nagers-sb.peopleadmin.com/hr/actions/34875# %
Position Management Welcome, John Doe
I-QJTGLRS User Group:
Budget
Position Descriptions ~ Classifications ¥ Shortcuts ¥
Position Requests / ... / New Position Description / New Position definition / Summary Search Results: Next
= ops ] age . . 5
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
WORKFLOW ACTION:
Department/Division: University Owner: Budget: John Doe WORKROW ACTIONS
Human Resources (10445) Authorizer 2 (move to
Authorizer 2)
Summary History Settings Return to Initiator (move to
Initiator)

Return to Authorizer 1 (move to
Authorizer 1)

@ Classification Selection Edit

Budget (move to Budget)

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

HINT: It is important to select a name instead of System Account.

-
= 2 Adthorizer I
Tyler Doe

KEY: Any comments submitted at this step will be included in the automatic
system email to the selected employee and will be visible in the system.

6. If the position request is accurate, scroll down to the Position Budget Information
and click Edit.

0 Position Budget Information
Position Budget Information
Account Name

Account/Index Number

Funding Information
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HINT: The & orange exclamation point icon indicates that budget information
has not yet been entered.

8. Enter required fields and additional items as needed. For the Percentage Funded
field, the % symbol is not recognized by the system. When complete, click Save.

Editing Position Request

@ Classification Selection

@ AutgesUnersy HRSute 250 X o - 8 x
<« C @ migers-sb.peo; 96&1ab=3£12196 w Bk e e
Position Management Welcome, John Doe My Profile  Help  logout
RUTGERS User Group
Budget v
Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / ... / New Position Description / Sample Posting / Edit

Position Budget Information

o | oo [ msorna’

@ Position Details

Position Budget Inform... s Check spelling

* Required Information
@ Position Documents 5

Position Budget Information

Position Request Summary
Account Name [

Account/Index Number ‘

* Funding Information

Fund Number ‘

Percentage Funded

Maximum Amount ‘

[ Remove Entry?

Add Position Budget Information Entry

Hire Budget Information

NOTE: To enter funding from multiple sources, click Add Position Budget
Information Entry.

CJRemave Entry?

Add Position Budget Information Entry

Hire Budget Information

9. If needed, an entry can be removed. Check off the option for Remove Entry? and
click Save. You will not be allowed to proceed if the total Percentage Funded
exceeds 100%.

Editing Position Request

l Save ‘ << Prev Save & Continue

Position Budget Information
@ Classification Selection

& Position Details

Pesition Budget Inform... “5 Check spelling

* Required Informatior
@ Position Documents - e

Position Budget Information

Position Request Summary

Account Name

Account/Index Number

* Funding Information

Fund Number

Percentage Funded

Maximum Amount

O Remove Entry?

[12345678

Non-State Funded v
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E) Submitting Budget Information for Position Requests

1. To go back to the position request summary, for Position Descriptions, select Staff
Position Requests or Temporary/Casual/Seasonal Position Requests.

@ Rutgers Unversity HRSuite =Po- X 4

- a8 x
< € @ nagers-sb.peopleadmin.com/hr/actions/34875/edit?tab=3

w Bk e e
Position Management

Welcome, John Doe

My Profile  Help  logout
RUTGERS
Budget v
Home Position Descriptions Classifications Shortcuts >
Position Requests L
ﬂf Position Requests l

Editing Positi ~ Faculty

. o ] e [osomone|
@ Classificatio  Faculty Position Requests
© Position De Temporary/Casual/Seasonal

Temporary/Casual/Seasonal Position Requests

2. Click on the name of the position request to view the position request summary.
Staff Position Requests

Saved Searches v m Q More Search Options v

Global Search (Do Not Delete)

"Glabal Search (Do No Delete)" €

23‘456/&‘,3'\\)'\'\%&)&[4

(Actions)
Position
Request
Position Request Name Department Number Last Status Update Status
Sample Job Pasition Request University Human Resources (10445)  20STO356PR  January 27, 2021 at 02:01 PM Budget Actions v
New Position Description: Acct Asst | UHR-Operations (Z26511) February 27, 2020 at 04:02 PM Draft Actions »

Scroll down to the Position Budget Information and verify the recorded information
is accurate.

@ futgersUnversty R Sute o X |

“« C & nutgers-shpeopleadmin.com/hr/actions/34275

@ Position Budget Information  Edit
Position Budget Information

Account Name

Account/Index Number

Non-State Funded
Funding Information

Fund Number

Percentage Funded

Maximum Amount

HINT: The & green checkmark indicates that all required budget information
has been entered.
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4. To submit the budget information, scroll up and from the Take Action on Position
Requet menu select Authorizer 2.

@ Rutges Unversty RSt e X

€ > C a om/hr/act

Position Management

RUTGERS

Position Descriptions ~

Current Status: Budget

Position Type: Staff

Department/Division: University
Human Resources (10445)

Summary History Settings

© Classification Selection

Classification

Classification Name:
Job Code

FLSA

Grade

Table

Classifications ¥

Position Requests / ... / New Position Description / New Position definition / Summary

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

Created by:Jane Doe
Owner; Budget John Doe

Edit

EMPLOYMENT COORDINATOR
79607
Nonexempt

04

Edit

Welcome, John Doe

User Group:

Budgst v

Shortcuts ~

Search Results: Next

Take Action On Position Request v

Keep working on this Position
Request

WORKFLOW ACTIONS

Authorizer 2 (move to
Authorizer 2)

Return to Initator (move t@
Initiator)

Return to Authorizer 1 (move to
Authorizer 1)

Budget (move to Budget)

RBHS Chancellor Review (move
to Chancellor Designee)

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

HINT: It is important to select a name instead of System Account.

© Maprimern i b w LS

L o B B e et e i il

Tyler Doe
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