Initiating a Staff Position Request 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.

srutgers.edud2Fidp¥ 2 FAuUthn e FExCas%3Bjsessionidd3D 1 32A7FB034CADIEFET AT BBIIFO2F24AB% 3Fconversation®3De 1s2&entityld=htps¥3AK2F%2Fpa225T peopleadmin.com¥2fshibboleth v 6 @ B % W
g5 RUTGERS

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.

Rutgers University

Click Here To Log In With Your Network ID

Usemname

Password

Logn

Authenucate with single sign-on?SS0 Authentcation

RUTGERS

University Human Resources



https://jobs.rutgers.edu/hr/shibboleth
https://jobs.rutgers.edu/hr
mailto:ROCS@hr.rutgers.edu

Initiating a Staff Position Request User Guide

B) Understanding Staff Position Initiation

The Initiator begins the job posting process by:

e |[nitiating the job position request

o Selecting Applicant Reviewer(s)

o Selecting Search Committee Member(s)
e Advancing the position request to Authorizer 1

NOTE: In some scenarios, the Initiator and Authorizer 1 are the same
person. In this situation, the Initiator/Authorizer 1 will send the position
request to Authorizer 2.

There are two ways to initiate a staff position request:

1. Initiate a new posting
2. Initiate a posting by cloning an existing posting

When initiating a new position request, all information must be entered by the Initiator.

When cloning a position request, most of the necessary information is already present;
however, the Initiator needs to review and edit the information as needed.
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C) Initiating a New Staff Position Request

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

@ rngers-sb.peopleadmin.com/h,

Applicant Tracking Systerm

Welcome, Jane Doe ' My Profile  lopoul

RUTGERS
Employes -
Applicant Raviewer
Authorizer 1 .
Authorizer 1- Faculty
Authorizer 2
Welcome to your Online Recruitment System Authorizer 2 Facully
Budget
Alerts [\fg Initiator
2. In the upper-left corner, click the icon -
@ Futgers Usersty iR Sue s X o ° 0 x
€ C @ nugers.shpsoplasdmin com b, B gk N
o You are now viewing the system as a member of the Initiator group x
Applicant Tracking System Welcome, | Jane Doe My Profile  logout
RUTGERS
Initiator v

Paostings ~ Hiring Proposals ~ Shortcuts =

Welcome to your Online Recruitment System

3. Click Position Management.

@ ipmionteimimir= B ° 0 x

rutgers-sh peopleadmin.com /e CORCI N

My Profile  lopout

Applicant Tracking System Welcome, ! Jane Doe

O Applicant Tracking

O Position Managemaent

Initiator

Hiring Proposals ~ Shortcuts ~

line Recruitment System

0 Filled Postings
Last 30 days

4. Open the Position Descriptions menu.

Dy ——— o o x

Welcome, Jane Doe r My Profile  logout

P\l ITGERS User Group

Initiator v

Home Position Descriptions ~ Classifications = Shortcuts ~
Welcome to your Online Recruitment System

Alerts 0 Filled Postings

TYPE  MESSAGE Last 30 days

0 Starting on July 01, 2016 - Faculty positions will be posted via ROCS. Please look out for an announcement on formal training opportunt
in the near future. You may sign up for 8 ROCS OWL session [o learn more about Faculty recrultment In ROCS by navigating to the fc
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5. Select Staff.

@ Rugers Usversiny HR S x |+ ° o %
Position Management Welcome, h Jane Doe My P lopout
[QI'I'GI" RS User Group
Initiator v
Home Position Descriptions ~ Classifications = Shortcuts ~
Staff
Welcome to  Siallf Position Requests
Faculty
Alerts Faculty Position Requests 0 Filled Postings
Temporary/Casual/Seasonal
TYPE MESt porary/Ca B Last 30 days
Temporary/Casual/Seasanal Position Requests
0 Starting on July 01, 2016 - Faculg iuons will be pested via ROCS. Please look out for an announcement on formal traning opportu
n rhe near ftire Vo maw cion S OMA_caccinn In learn mars ahont Faciilng recrnirmant in BOCS hw navioaring o the following

6. Click Create New Position Description.

x + ° a x

Caan M SISk Welcome, 1 Jane Doe
I—QI(I‘G [“ RS User Group:
Initiator v
Home Classifications ~ Shortcuts ~

Position Des:

Staff Position Descriptions
== )

7. Enter a Recruitment/Posting Title.

@ Fumpon Uiversty MR Sue sFe- X IR ° o x
€ > C | @ nagens-sbpecpleadmin.com/D/actons/n o TR
Posilion Managemenl Welcome, [Jane Doe My Profile  lopout
m]rlG [LRS User Group:
Initiator -
Home Position Descriptions ~ Classifications = Shortcuts ~

Position Descriptions / Staff / New Position Description £

-
% New Position Description
e Start Position Req

To create a new Position Description, select a title and Organizational Unit. Select a
Position Description below to clone from an existing Position Description.

SRR :
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8. Open the School menu and select the appropriate choice.

Welcome, | Jane Doe

RUTGERS
Initiator ~
Home Position Descriptions ~ Classifications = Shortcuts ~

Position Descriptions / Staff / New Position Description $2

% New Posilion Description %
. Start Position Req

To create a new Position Description, select a title and Organizational Unit. Select a
Position Description below to clone from an existing Position Description.

Recrultment/Posting Title *

Organizational Unit

School * [ ‘‘‘‘‘ o \,]

€ 2 € @ nagers-sbpecpleadmin.com/hr/actions/newaction definition ids1 o0 Tk e

Welcome, Jane Doe My Profile  logout

m]IGL RS User Group:

Initiator

Classifications ~ Shortcuts ~

Position Descriptions / Stalf / New Position Description ¥

% New Position Description

Start Position Req

To create a new Position Descriptior
Position Description below to clone from an existing Position Description.

Recrultment/Posting Title

Organizational Unit

School *

€ - C 8 nagers-shpecplesdmincom/hr/actions

Welcome, Jane Doe

User Group:
Initiator v

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Descriptions / Stalf / New Position Description 12

-
% New Position Description 7
b Start Position Req

To create a new Position Description, select a title and Organizational Unit. Select a
Position Description below to clone from an existing Position Description.

Recrultment/Posting Title Postdoctoral Fellow

Organizational Unit

School * NI Me o2 (ZAx0eel 2! =

Division/Dey

riment ¥ l lease Select.. . l
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Welcome, Jane Doe

m]’[(_; L RS User Group:

Initiator v

Classifications e Shortcuts ~
Please Select...

Position Descriptions / Stalf / New Position Description £

-
% New Pasition Description

To create a new Position Descriptiof), s|
Position Description below to clone from an existing Position Description.

Recrultment/Posting Title *

Organizational Unit

School *

Division/Department *

€ 5 C @ nagers-shpesplesdmin.com/hr/actons/new action

welcome, | Jane Doe

RUTGERS UserGroup

Initiator v

Home Position Descriptions ~ Classifications ~ Shortcuts ~

44

Position Descriptions / Staff / New Position Descriptior

-
% New Position Description

To create a new Position Description, select a title and Organizational Unit. Select a
Position Description below to clone from an existing Position Description.

Recrultment/Posting Title *

Organizational Unit

School *

2 (7 Ax0e-1 2 v

Division/Department * | School-L3 (ZAxxxx-L3) v

Department/Division *

To create a new Position Description, select a title and Organizational Unit. Select a
Position Description below to clone from an existing Position Description.

Recruitment/Posting Title *

Organizational Unit

7 (ZAxxxx-1 2) v

Division/Dey

Department/Division * Select

Please Select...
NI D

Medical School (ZAxxxx)

wved Searches v Q More Search Options v

Clone an existing Position Description?
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11.Click Start Position Request.

@ Futners Univensity MR Suie 2 Fo- % [

€ 3 C | @ nagers-sbpeoplesdmincom/Ti/acians/newaction definition_ids 1

Position Management

Welcome, Jane Doe My Profile  lopoul

RUTGERS

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Descriptions / Stalf / New Position Description €7
-

New Pasition Descriptior Start Position Request

To create a new Position Description, select a title and Organizational Unit. Select a
Position Description below to clone from an existing Position Description.

Recrultment/Posting Title *

12.Select an appropriate Classification. Click Filter these results to search for a
Classification.

NOTE: If the exact Classification is unknown, and you do not want to
propose a Classification, skip this step by clicking Save & Continue and
proceed to Step 13 in this User Guide.

@ FumenUmenny MRS ifo X |

€ 9 C | @ nngen-sbpeopleadmin.com/he/actions/Z4833/edit

Posilion Managemenl

RUTGERS

Home Pasition Descriptions ~ Classifications = Shortcuts ~

Position Requests / ... / New Position Description / Postdoctoral Fellow / Edil

Editing Position Request

Classification Selection m i

Position Details

udpel Inform.

s requiest before clicking ‘Next.

Default Global Search

Default Global Search” ()

n 2 3|40 S |60 289 - | 193 194  Next —

(Actions)

Job Code Classification Status Classification Title Grade
Approved SUMMER TEMP10-MONTH NONEXEMPT v
15100 Appraved STUDENT WORKER v

RUTGERS
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a. Search for a Classification entering any of the following critera and clicking Search.

e Job Code

¢ Classification Status
e Classification Title

e Grade

P ° 0 x
€ 5 C @ rugers-shpeopleadmincom/Ti/acions/24883 fadit " H kN e
Posilion Management Welcome, | Jane Doe  MyProfile  logout
RUTGERS
% Initiator et
Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requesls / { New Position Desaription / Postdoctoral Fellow / Edit

Editing Position Request

Classification Selection

Classification Selection Save & Continue

L inform. You must select a Classific | x

Classifications - filter the

@ Pos |. ."» cuments m

Posinon Request Summary - = .
g Default Global Search
Add
Column: | Add Column -
A | RGR R L ik 194  Next —

Ssarch Cancel {Acdons)
Job¢ Grade
3000 Approved SUMMER TEMP10-MONTH NONEXEMPT A S
5100 Approved STUDENT WORKER Actions v
15250 Approved Student Off Campus CWS Actions w
b. Select the Classification and click Save & Continue.
@ Fumgers Usiversny ¥R Sue e x| 4 [ a x

€ 5 € @ rnugers-shpeopleadmin.com/he/actions/3488 ak pplicat onnect with id mmitaS Eorder%SD: BXS0 B T TGk e
Position Management Welcome, Jane Doe  MyProfile  lopout
RUTGERS
? Initiator e
Home: Position Descriptions ~ Classifications ~ Shortcuts ~
Position Requests / ... / New Position Desaription / Postdoctoral Fellow / Edi

Editing Position Request

Classffication Selection o (e
Classification Selection
Position Details
@ Position Budget Inform, You must select a Classification for this request before clicking "Next.

@ Position Documents Classifications - Filter these resulis

Posiuon Request Summary Default Gle e Sea
Default Global Search Ad hoc Search ] Ad hoc Search

Job Code C tion Status Classification Title Grade

(Actions)
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13.Select the appropriate Type of Action.

© Fugors Univesiy W S 10+ ¢ IR ° 0 x
€ 5 C & nngers-sbpeoplesdmin.com i/acions/348
Posilion Management Welcome, Jane Doe  MyProfile  logout
RUTGERS
Initiator et
Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / ... / New Position Dest

Editing Position Request Nt
@ Classification Selection

kspelling

General Informatiog

il A Vacancy

) Classify a New Position

+ Typeof Action

14.1f applicable, enter the following information:
e Proposed Job Class Code
e Current Title
e Proposed Title
e Incumbent’s Name
e Employee ID Number

@ Fagens Usivinity IR Se 10 % | ° a =
€ 5 @ rutgens-shpeopleadmincom/he/actions/ 34853 fadit b i« @ q,ﬁ » e I
Posilion Managemenl Welcome, Jane Doe
RUTGERS User Group
Initiator -
Home Pasition Descriptions ~ Classifications = Shortcuts ~

Position Requests / ... / New Position Desc jon / Postdoctoral Fellow / Edi

Editing Position Request Ni
@ Classification Selection

@ Position Budget Inform 5 Check spelling

General Information

Fill A Vacancy
Classify a New Position
« Type of Action ) Reclassify an Exisning Pasinen

Self-initiated Reclass - MGMT Approval Required|

This field is required.

Job Class Code

Current Title

Proposed Title

Incumbent’s Name

Employee 1D Number

RUTGERS
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15.Scroll down @ If applicable, use Departmental Comments to provide any
additional information to assist UHR with classifying the position request.

NOTE: For example, if you did not propose a Job Code previously, use the
Departmental Comments to explain the details of the position, such as
grade, title, FLSA, and more.

KEY: For RBHS, please add the desired posting information, such as
Applicant Reviers, Supplemental Questions, etc.

Praposed Title

Incumbent’s Name

Employee 10 Number

Justification for Critical

Is this a Critical Hire? [ ]

a. If Yes, enter a Justification for Critical Hire.

stisacrcalbirer  [Yes ]

10
RUTGERS
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17. Scroll down @ and enter a Posting Summary.

Posting Summary

Position Status

18.0pen the Position Status menu and select the appropriate choice.

+ Posting Summary

Position Status.

Hours Per Week

Position Salary

Posting Summary

Position Status

Hours Per Week

Pasition Salary

In concertation with the P, will co

19.0pen the Terms of Appointment menu and select the appropriate choice.

Position Status

Hours Per Week

Position Salary
Length of Appointment

Daily Work Shift

« Terms of Appointment

« Initiator

Initiator Contact info

This fiel

RUTGERS
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Position Status

Hours Per Week

Position Salary

Length of Appaintment

Daily Work Shift Please select v

«  Terms of Appointment

Initiator

Initiator Contact Info

UHR Comp/Class

20. Select an Initiator(s) and enter Initiator(s) Contact Info.

NOTE: Initator(s) Contact Info must be separated by a semicolon.

Terms of Appointment || Temporary Statf Appointment - Salaried 12 Month "”
This field 1s r d

Initiator [

]

]

el 15 required.

+« Initiator Contact Info

21.0pen the UHR Office Assigned menu and select the appropriate choice.

UHR Comp/Class
Specialist

UHR Office Assigned

UHR User Assigned

UHR Comp/Class
Specialist

UHR Office Assigned

UHR User Assigned

Date E-mail Received

22.Scroll down @ and enter Required Knowledge, Skills, and Abilities.

Qualifications

Required Qualifications

Essential Duties

Required Knowledge,
Skills, and Abilities

12
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23.Scroll down @ and click Add Key Duties and Responsibilities Entry.

Key Duties & Responsibilities

LEVETl OF DeCISION VidsIng

key duties and responsibilities assigned to the positior

Describe the most
complex issues or
problems this positionis
accountable for
delivering expected
results, e.g. how will this
position exercise
discretion or
independent judgment
when making decisions
and solving problems?

a. Enter a Job Duty Name, Description of Duty, and Percentage of Time for each
entry.

NOTE: The total Percentage of Time for must equal 100.

Key Duties & Responsibililies

entage of ime ar ned to the position

tthey
Job Duty Name f \

Description of job Dy

Percentage Of Time

Remove Entry

b. Click Add Key Duties & Responsibilities Entry. Repeat these steps until all duties
have been entered and the total Percentage of Time equals 100.

Key Dulies & Responsibililies
List the percentage of time and description of key duties and responsibilities assigned to the position
Job Duty Name

Description of job Duty

Percentage Of Time

Remove Entry

[t oemsmmeaes |

13
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24.Scroll down @ and open the menu to answer the question.

Does this position have
supervisory or
management
responsibility?
Supenvisory or
management
responsibilities include
but are not limited to the
timely

exe rentation
of goals objectives, and
strategic measures;
development and
interpretation of policies
and procedures for the
purpose of effectively and
efficiently managing staff
and resources; and
recommends final
hiring/firing decisions as
well as Issue disciplinary
actions.

a. If Yes, provide more detail in the box below.

Does this position have
Supervisory of
management
responsibility?
Supenisary or
management
responsibilities include
but are not limited to the
timely
executionimplementation
of goals objectives, and
strategic measures;
development and
interpretation of policies
and procedures for the
purpose of effectively ang
efficiently managing staff
and resources; and
recommends final
hiring/firing decisions as
weil as issue disciplinary
actions.

if yes, please enter the
number of positions
supervised. Please
provide the position
titie(s) and department

25.Scroll down @ and click Save & Continue.

Population

Al Populations

PeopIeAdmin Bertter Talent. Better Future.

All Rights Reserved. Last refresh: 02/05/.

14
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26.If applicable, click Add Position Budget Information Entry to add Position
Budget Information. If unapplicable, click Save & Continue and skip to Step 27.

NOTE: Position Budget Information is internal.

Editing Position Request -
Position Budget Information E Save & Conti
® Classification Selection
@ Posito 2tails

Position Budget Inform... 2 Check spelling
K

Name/Salary of Previous
Incumbent

a. Enter all required Position Budget Information and add other information as
needed.

@ Classification Selection

© Position Dertails
Position Budget Inform... 5 Check spelling
@ Posilic ents fis 5
Pasition Budget Information
p v d
Account Name Rutgers Univorsity

Account/index Number

* Funding Information gy Funded v

192458
Fund Number il

Percentage Funded

Maximum Amount

Remove Entry?

Add Position Budget Information Entry

Hire Budget Information

15
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b. Click Add Position Budget Information Entry to add another entry. Repeat these
steps until all applicable budget information is entered.

Click Save & Continue when finished.

Editing Position Request Position Budget Information << Prev Save & Continue |
@ Classification Selection

@ Position Details
Position Budget Inform... k-

oslion

Budget Information
Position Request Summary
Account Name Rutgers Univarsity

Account/Index Number | 123456

* Funding Information State Funded =
Fund Number A
Percentage Funded 100
Frter a number n g

Maximum Amount

Remove Entry?

27.Enter all applicable Position Documents.

a. Scroll to the appropriate document and open the Actions menu.

Home Position Descriptions ~ Classifications = Shortcuts =

Position Requests / { New Position Description / Student Counselor / Edit

Editing Position Request "
et £ 2 ey
@ Classification Selection

OPos
© Position Budget Inform PDF conversion must be completed for the document to be valid when applicable.
Position Request Summary e R e
Justification Cover Letter (Required - SEBS/RBHS) Actions v
Addendum (Business Positions) Rk
Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / ... / New Position Description / Student Counselor / Edit

Editing Position Request .
posoncsmers
@ Classification Selection

& ro

@ Position Budget Inform PDF conversian must be completed for the document to be valid when applicable.

Position Documents Document Type Name Status (Actions)

Position Request Summary
Organizational Chart (Required)

Justification Cover Letter (Required - SEBS/REHS)

Addendum (Susiness Positions)

16
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c. Click Choose File.

Home Position Descriptions ~ Classifications = Shortcuts ~

iments 17

Admin /|

Upload a Organizational Chart (Required)

e a name and description of the document

To choose a file to upload. click the Choose File button and select the file from your computer. When you are ready to submit your

To upload your document. pros
document, click Submit burron

Name |Organizational Chart (Re

Descripion

Write Organizational Chart (Required)

d. Select the appropriate file and click Open.

My Profile  logout

Welcome, Maya Selzer

User Group:

Initiator

Shortcuts ~

le button and select the file from your computer. When you are ready to submit your

Write Organizational Chart (Required)

e. Click Submit.

Home Position Descriptions ~ Classifications Shortcuts ~

Admin / Manage Documents 17

Upload a Organizational Chart (Required)
When you are ready to submit your

To upload your document. provide a name and description of the document. To choose a file to upload, click the Choose File button and select the file from your computer. Wh
document, click the Submit burtor

Name Organizational Chart (Re
Description [Student Counselor Org €
file to upload Choose File Org Chart pdf

Write Organizational Chart (Required)

RUTGERS

University Human Resources
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f. Repeat the steps until all required documents have been uploaded. When finished,
click Save & Continue.

HINT: The file automatically converts to a PDF file, regardless of original file
type.

Home Classifications * Shortcuts -

Position Requests / ... / New Position Description / Student Counselor / Edit

Editing Position Request .

Position Documents m Doy (prf e g
@ Classification Selection
© Position Details

SPo Budget Inform POF conversion must be completed for the document ta be valid when applicable,

Position Documents Document Type Name Status (Actions)

Position Request Summary

Organizational Cnart (Required) Organizational Chart (Required) 05-21-21 16:20:52 (EOT) PDF conversion in process

Justification Cover Letter (Required - SEBS/REHS) Actions v
Agdendum (Business Positions) Actions v
Other Documents Actions v

28.0pen the Take Action on Position Request menu and select Authorizer 1 (move
to Authorizer 1).

Home Position Descriptions ~ Classifications = Shortcuts ~

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

= | New Position Description: Student Counselor (Staff) Edit

Current Status: Draft

Positian Type: Staff Crested by Jane Dos [ Add
Departmenu/Division: SASN - Cweer: | Jane Dos

Office of Academic Svcs (10078)

Summary Histery Seltings

@® Classification Selection Edit

Home Position Descriptions Classifications = Shortcuts

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

E | New Position Description: Student Counselor (Staff) Edit

Current Status: Draft Keep working on this Position
Positon Type: Staff (eated by, Jane Dos
Department/Division: SASN - ( + Jane Dos
Office of Academic Svcs (10078) ed)
[ Authonizer 1 (mave to ]
Summary History Sellings Authorizer 1)
Budget (move to Budget]
Authorizer 2 (move to
© Classification Selection Edit Authorizer 2)

18
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29.0pen the Authorizer 1 (move to Authorizer 1) menu and select the appropriate

Authorizer 1.

At | preres b dutluariber 1)
[Gohn smen ]

Angie James
John Smith
Teresa Claudio
David Test
Amy Lauren

Submit Cancel

30.Click Submit.

i —
daghr e 1 preres e hethariper 1)
(ohn 5w -]

{oremwnm jaotionel

Ke@p wor‘-:mg on this Posiion
Request

WORKFLOWY ACTIONS
Canceled (move Lo Canceled)

Authorizer 1(move o
Authorizer 1)

Budget (move to Budget)

Authorizer 2 (move t©
Authorizer 2)

Keep working on this Position
Request

WORKFLON
Canceled (move 1o Canceled)
Authonzer 1 (move to
Authorizer 1)

Budget (move to Budget)
Authorizer 2 (move to
Authorizer 2)

Keep working on this Position
Request

WORKFLOWI ACTIONS
Canceled (move to Canceled)

Authonzer 1(move @
Authorizer 1)

Budget (move to Budget)
Authorizer 2 (move ©
Authorizer 2)

RUTGERS

University Human Resources
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31.A success notification will appear. Click X to close.

o Position Request was successtully transitioned

Position Management

RUTGERS

Home Position Descriptions ~ Classifications ~

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

New Position Description: Student Counselor (Staff)

Current Status: Authorizer 1

&= Pring Previe,

Welcome, Jane Doe My Profile  logout

User Group

Initiator v

Shortcuts >

20
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D) Initiating a Staff Position Request from a Previously
Posted Job

KEY: A Position Request can be initiated by cloning a previously posted job. A
Position Request that is still in the review process cannot be cloned.

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

Applicant Tracking System Welcome, Jane Doe 1 MyProfile  logout

RUTGERS

User Group

Employee v

Applicant Reviewer
Auporte E
Authorizer 1- Faculty

!

Welcome to your Online Recruitment System

Alerts

2. In the upper-left corner, click the icon -

@ Fungers Uriversity HR Suite x BB

€ C & nagers-shpeopleadmincomn

o You are now viewing the system as a member of the Initiator group

Welcome, | Jane Doe My Profile

Applicant Tracking System

RUTGERS

Shortcuts =

Poslings ¥ Hiring Proposals =

Welcome to your Online Recruitment System

3. Click Position Management.

@ Fungers Usiversiny HR Suite x IR

C @ nngers-shpeopleadmin.com/me/e

«

Welcome, ! Jane Doe logoul

My Profile

40) Applicant Tracking System

O Position Management

Initiator

Hiring Proposals ~ Shortcuts ~

line Recruitment System

0 Filled Postings
Last 30 days

21
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4. Open the Position Descriptions menu.

@ FumenUnienty MRSume U X | 4
€ - C 8 nngers-sbpecpleadmincom/hr/

Welcome, Jane Doe r

Position Management

[{U'I‘GliRS

User Group

Initiater g
Home Position Descriptions Classifications ~ Shortcuts
Welcome to your Online Recruitment System
Alerts 0 Filled Postings
Last 30 days

TYPE  MESSAGE

(1]

g on July 01, 2016 - Faculty positions will be posted via ROCS. Please look out for an announcement on formal raining of
near future. You may sign up for a ROCS OWL session to learn more about Faculty recruitment in ROCS by navigating

5. Select Staff.

Welcome, h Jane Doe
N]'IG [; RS User Group
Initiator v
Home Pasition Descriptions Classifications = Shortcuts ~
Staff
Welcome to ™ sqalf Position Requests
Faculty
Alerts Faculty Position Requests 0 Filled Postings
TYPE  MESt Temporary/Casual/Seasenal Last 30 days
Temporary/Casual/Seasenal Position Requests
0 Starting on July 01, 2016 - Facult will be posted via ROCS. Please look out for an announcement on formal training opportunities
i the near fulwe Vo mav cian IS OWN_ coccinn In learn oare ahoit Faciiliy recrirmant in AOCS bw nawioafing in the fallowing
6. Click Create New Position Description.
° 0 X

Welcome, § Jane Doe

Position Manager

RUTGERS

User Group.

Initiator -

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Descriptions / Staff ¥

Staff Position Descriptions
== =

RUTGERS
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7. Scroll down @ and select an existing Position Request.

Clone an existing Position Description?

Approved PD Search

“Approved PD Search o

(Actions)
Position
Description UHR Office
Position Description Title Department Number Created Date Grade Assigned
Student Counsclor SAMPLE POSITION REQUEST (Newark) SASN -Office of Academic Sves (10078) 20STOZ76PD  May 21,2021 at 04.03PM 05 Newark Actions v
Start Position Request
Clone an existing Position Description?
Approved PD Search
“Approved PD Search o
(Actions)
Position
Description UHR Office
Position Description Title Department Number Created Date Grade Assigned
Student Counsclor SAMPLE POSITION REQUEST (Newark) SASN -Office of Academic Sves (10078) 20STOZ76PD  May 21,2021 at 04.03PM 05 Newark Actions v

Start Position Request I

9. Review all Classification Selection information for accuracy and edit as needed.
Click Save & Continue.

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / ... / New Position Description / Student Counselor SAMPLE POSITION REQUEST (Newark) / Edi

Editing Position Request

o i g Save Save & Continue
Qassification Selection
Position Details
© Positicn Budget Inform You must select a Classification for this request before clicking "Next.

Selected Classification

Classification
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10. Review all Position Details information for accuracy and edit as needed.
Click Save & Continue.

Classifications Shortcuts ~

Position Requests / ... / New Position Description / Student Counselor SAMPLE POSITION REQUEST (Newark) / Edit
Editing Position Request i 3 ]
Position Details <<Prov | Save & Continue |

© Classification Selaction

Pasition Details

® Position Budg

5 Check spelling
© Posinen Doc b acuiny .
General Information

Positon Request Summary

11.Review all Position Budget Information information for accuracy and edit as
needed. Click Save & Continue.

Classifications ~ Shortcuts ~

Position Requests / ... / New Position Description / Student Counselor / Edit

Editing Position Request ;
Position Budget Information e
@ Classification Selecrion

@ Position Detalls

Position Budget Inform... % Check spelling
* Required Informat

©Posit = .
Position Budget Information

Position Regquest Summary

12.Review all Position Documents information for accuracy and edit as needed.

NOTE: Position Documents may already be uploaded. Unassign the
documents and upload new ones.

13.To unassign a document, open the Actions menu.

Home Position Desariptions - Classifications = Shorlcuts =
POSILION REQUESTS / ... / New POSION DEscription / (est / Edit

Editing Position Request
ponon O
@ Classification Selection

© Position Deralls

@ Pasition Budget Inform

POF conversion must be complered for the dacument to be valid when applicable

al Chart (Required) Organizationa! Chart (Required) 10-20-21 09.06.18 [EDT) PDFcomplete

Just

Letter (Required - SEDS/RBHS)

a. Select Unassign.
Home Position Desariptions - Classificalions = Shorlculs =

POSIoN ReqUests / .. / New Fosition Description / test / Eait

Pt D 3 ey

Editing Position Request

jon must be completed for the document ta be valid when applicable

Organizanonal Chart [Reguired) Organizational Chart (Reguired) 10-20-21 99.06.18 [EDT, POF complete Aczions v

Justification Cover Letter (Required - SEBS/RBHS)
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b. Click OK. Repeat these steps to continue unassigning all documents.

documents as needed.

@ Fumgess Univenitg HR St T X

2

Upload new

Ll c

8 rutgers-sh peopleadmin.com/hi/act

rutgers-sbpeopleadmin.com seys

Classiflications =

POSItion Requests / . ¢ New Posia

tion / test / Edit

Editing Position Request Pesltion Dociments

anverslon must be completed for the document ta be valid when applicable.
ent Type

Mame

s you sure that you want 1o pemmanently remove this document?

Cance

Shorteuls =

T e

Saatus

Actions)
Organizavanal Chart [Required) Organizationat Chart (Reguired) 10-20-21 09.06.18 [EDT] POFcomplete Ammions v
Justification Cover Lecter [Required - SEBS/RBHS)
Home Position Descriptions ~ Classifications ~ Shortcuts ~
Position Requests / ... / New Position Description / Student Counselor / Edit
Editing Position Request A T —
Posttion Dooumants <cPrev | Save& Continue
@ Classification Selection —
@ Positen Details
©Pos dget Inform PDF conversion must be completed for the decument to be valid when applicable
st Summary
Organizational Chart {Required) ¥
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15.0pen the Take Action on Position Request menu and select Authorizer 1 (move

to Authorizer 1).

Home Position Descriptions ~ Classifications

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

B | New Position Description: Student Counselor (Staff)  Edit

Current Status: Draft

Position Type: Staff Ciested 1y Jane Doe
Department/Division: SASN - Oweer | Jane Dos
Office of Academic Svcs (10078)

Summary History Sellings

@® Classification Selection Edit

Shortcuts ~

Take Action On Position Request v

[= s :
[ Add to Waten List

Home Position Descriptions ~ Classifications ~

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

E | New Position Description: Student Counselor (Staff)  Edit

Current Status: Draft

Positian Type: Staff reated by Jane Dos
Dapartment/Division: SASN - Cweer | Jane Dos
Office of Academic Svcs (10078)

Summary Histery Sellings

@ Classification Selection Edit

Shortcuts ~

Take Action On Position Request v

Keep working on this Positon

Request

wost

Canceled (move 1o Canceled)
Authonzer 1 (move ©
Authorizer 1)

Budget (move to Budget]

Authorizer 2 (move to
Authorizer 2)
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16.0pen the Authorizer 1 (move to Authorizer 1) menu and select the appropriate

Authorizer 1.

At | preres b dutluariber 1)
[Gohn smen ]

Angie James
John Smith
Teresa Claudio
David Test
Amy Lauren

Submit Cancel

17.Click Submit.

i —
daghr e 1 preres e hethariper 1)
(ohn 5w -]

{oremwnm jaotionel

Ke@p wor‘-:mg on this Posiion
Request

WORKFLOWY ACTIONS
Canceled (move Lo Canceled)

Authorizer 1(move o
Authorizer 1)

Budget (move to Budget)

Authorizer 2 (move t©
Authorizer 2)

Keep working on this Position
Request

WORKFLON
Canceled (move 1o Canceled)
Authonzer 1 (move to
Authorizer 1)

Budget (move to Budget)
Authorizer 2 (move to
Authorizer 2)

Keep working on this Position
Request

WORKFLOWI ACTIONS
Canceled (move to Canceled)

Authonzer 1(move @
Authorizer 1)

Budget (move to Budget)
Authorizer 2 (move ©
Authorizer 2)
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18. A success notification will appear. Click X to close.

o Position Request was successtully transitioned

Position Management

RUTGERS

Home Position Descriptions ~ Classifications ~

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

New Position Description: Student Counselor (Staff)

Current Status: Authorizer 1

&= Pring Previe,

Welcome, Jane Doe My Profile  logout

User Group

Initiator v

Shortcuts >
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