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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. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

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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B) Advancing or Returning Faculty Postings 
 

KEY: The correct User Group must be selected. View the User Group User 
Guide to learn how to change the User Group. 

 

The Inbox is located on the center of the Home page. It shows all items you are being 
asked to take action on, regardless of User Group; however, the appropriate User 
Group must be selected before taking action. 

The Inbox contains 5 different tabs, each tab providing different information. The 
number next to a tab name indicates the number of items in that tab. 

 

HINT: Type in the Search bar to find items in the inbox. Alternatively, click 
Filters and choose the appropriate selection from the menu to filter a search. 
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C) Accessing the Inbox 
 

1. Ensure the appropriate User Group is selected. Scroll down        to view the Inbox.  

 
 

 

 

 

 

 

 

 

  

2. Select the appropriate tab in the Inbox and select an item that needs attention.  

For example, the Position Requests tab is open. Click Student Counselor to 
refresh the page for that Position Request.  
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D) Watch List 
 
KEY: The correct User Group must be selected. View the User Group User 
Guide to learn how to change the User Group. 

 

The Watch List, located near the bottom of the Home page,  

• Keeps track of selected Postings and Position Requests 
• Requires that each item be manually added and removed from the list, 

regardless of whether action has been taken on the item or not 
• Requires the appropriate User Group be selected before viewing or clicking 

items 

The Watch List contains 3 different tabs. The number next to a tab name indicates the 
number of items in that tab. 

HINT: Type keywords into the Search bar and click Enter on your keyboard to 
search for items. 
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E) Adding Items to the Watch List 
 

1. Ensure the appropriate User Group is selected. Use the search features to find the 
item.  
 
Hover over the Action column and click Watch. 

 

 

 

 

 

 

 

 

 

 

 

2. A success notification will confirm the addition. Click X to close. 

Go to the Home page to view the new Watch List item. 
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F) Removing Items to the Watch List 
 

1. Ensure the appropriate User Group is selected. Navigate to the Watch List and 
select the applicable tab. 

 

 

 

 

 

 

 

 

 

 

2. Check the item and select Unwatch.  
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3. Click Confirm.  

 

 

 

 

 

 

 

 

 

4. A success notification will confirm the removal. Click X to close. 
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