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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. 

 

 

 

 

 

 

 

https://jobs.rutgers.edu/hr/shibboleth
https://jobs.rutgers.edu/hr
mailto:ROCS@hr.rutgers.edu
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B) Understanding Staff Position Initiation 
 

The Initiator begins the job posting process by: 

• Initiating the job position request 
o Selecting Applicant Reviewer(s) 
o Selecting Search Committee Member(s) 

• 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.  

 

 
 

 

 
 

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

 

 
 
 
 

 

3. Click Position Management. 

 

 
 
 
 
 

 

4. Open the Position Descriptions menu. 
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5. Select Staff. 

 

 

 

 

 

 

6. Click Create New Position Description.  

 

 

 

 

 

 

7. Enter a Recruitment/Posting Title. 
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8. Open the School menu and select the appropriate choice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Open the Division/Department menu and select the appropriate choice. 
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10. Open the Department/Division menu and select the appropriate choice. 
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11. Click Start Position Request. 

 

 

 

 

 

 

 

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

• Job Code 
• Classification Status  
• Classification Title 
• Grade 

 

 

 

 

 

 

 

 

 

 

 

 

b. Select the Classification and click Save & Continue.  
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13. Select the appropriate Type of Action. 

 

 

 

 

 

 

 

 

 

14. If applicable, enter the following information: 
• Proposed Job Class Code 
• Current Title 
• Proposed Title 
• Incumbent’s Name 
• Employee ID Number 
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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.  

 

 

 

 

 

 

 

16. Open the menu to provide an answer for Is this a Critical Hire?  

 

 

 

 

 

 

 

 

a. If Yes, enter a Justification for Critical Hire.  
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17.  Scroll down        and enter a Posting Summary. 

 

 

 

 

 

18. Open the Position Status menu and select the appropriate choice. 

 

 

 

 

 

 

 

 

 

 

 

 

19. Open the Terms of Appointment menu and select the appropriate choice.  
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20.  Select an Initiator(s) and enter Initiator(s) Contact Info. 

 

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

 

 

 

 

21. Open the UHR Office Assigned menu and select the appropriate choice. 

 

 

 

 

 

 

 

22. Scroll down         and enter Required Knowledge, Skills, and Abilities.  
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23. Scroll down        and click Add Key Duties and Responsibilities Entry.  

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

b. Click Add Key Duties & Responsibilities Entry. Repeat these steps until all duties 
have been entered and the total Percentage of Time equals 100.  
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24. Scroll down        and open the menu to answer the question. 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

25. Scroll down        and click Save & Continue.  
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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. 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

27. Enter all applicable Position Documents.  

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

 

 

 

 

 

 

b. Select Upload New.  
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c. Click Choose File. 

 
 

 

 

 

 

 

 

d. Select the appropriate file and click Open.  

 

 

 

 

 

 

 

 

 

e. Click Submit. 
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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. 

 

 

 

 

 

 

 

 

28. Open the Take Action on Position Request menu and select Authorizer 1 (move 
to Authorizer 1). 
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29. Open the Authorizer 1 (move to Authorizer 1) menu and select the appropriate 
Authorizer 1. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

30. Click Submit. 
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31. A success notification will appear. Click X to close.  
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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.  

 

 
 

 

 
 

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

 

 
 
 
 

 

3. Click Position Management. 
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4. Open the Position Descriptions menu. 

 

 

 

 

 

 

5. Select Staff. 

 

 

 

 

 

 

6. Click Create New Position Description.  
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7. Scroll down        and select an existing Position Request.  
 
 
 
 
 
 
 
 

 

 
8. Click Start Position Request. 

 

 

 

 

 

 

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

 

 

 

 

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

 

 

 

 

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. 

 

 

 

 

 

 

a. Select Unassign. 
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b. Click OK. Repeat these steps to continue unassigning all documents. Upload new 
documents as needed. 

 

 

 

 

 

 

 

14. Click Save & Continue. 
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15. Open the Take Action on Position Request menu and select Authorizer 1 (move 
to Authorizer 1). 
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16. Open the Authorizer 1 (move to Authorizer 1) menu and select the appropriate 
Authorizer 1. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

17. Click Submit. 
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18. A success notification will appear. Click X to close.  
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