Search Features 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.

Rutgers University

Click Here To Log In With Your Network ID

Usemname

Password

Logn

Authenucate with single sign-on?SS0 Authentcation
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B) Search Features

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

All search features are User Group specific, so it is important to be in the appropriate
User Group before performing a search.

There are 3 main search features in the ROCS system:

e Search Bar
e More Search Options
e Saved Searches
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C) Search Bar

The Search Bar acts as a global search with the ROCS system for items in the selected
User Group. It is not case sensitive and provides results that contain the search terms.

1. Ensure the appropriate User Group is selected. Select the applicable page and type
relevant key words into the Search bar. Click Search.

For example, the image below shows the Staff Postings page and the keywords
“facilities manager.”

@ Rutgers University HR Suite : Po- X aF

o - X
< C @ rutgers-sb.peopleadmin.com/hr/postings?position_type_id=1 * N G
Applicant Tracking System Welcome, | My, Profile  logout
I{L]’I‘GERS User Group:
Authorizer 1 v
Home Postings ¥ Hiring Proposals ¥ Shortcuts ~
Postings / Staff %
Staff Postings

Saved Searches v facilities manager Q More Search Options v

All Postings in ROCS x

"All Postings in ROCS" @glil) Selected records o Clear selection?

=
B z)3][+][s][s][7][8][¢] -

575 576 Next —
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2. Select the appropriate choice from the options available. Depending on the selected
menu, you may need to either type or scroll to select an option.

For example, below Department is selected. To open the Department menu, click

in the white space and begin typing or scrolling. Then select the appropriate choice.
The choice will populate in a grey rectangle to indicate the selection.

@ Rutgers University HR Suite o X+

° -
< C & rutgers-sb.peopleadmin.com/hr/postings?position type id=1 « » @
Applicant Tracking System Welcome, MyProfile | logout
mJTGERS User Group
Authorizer 1 v
Home Postings ~ Hiring Proposals = Shortcuts ~

Postings / Staff %

Staff Postings o

Add Column: | Add Column

Workflow State: \workfiow State

UHR User Assigned: |

Departmentl b}’

SelectAll | | Unselect Al

1 Stop Student Svcs Cntr NB (10958)
Facilities Manager x
4-H Youth Development (10427)

Acad Affairs-Arts & Humanities (10653)

"Facilities Manager" @) 3 Delete this sear »caq Engagement & Programmng (10308)

Academic Affairs - Nwk (10024)

(Actions)
Academic Foundation Center (AFC) (10081) o)

(m] Posting Name Lon Workflow State  Created Date Applications
@ Rutgers Universty HR Sute 7o X °o - X
<« C @ rutgers-sbpeopleadmin.com/hr/postingsZposition._type id=1 * » @ (v

Applicant Tracking System Welcome, My Profile  logout

mJTGERS User Group:
Authorizer 1 v
Home Postings Hiring Proposals ~ Shortcuts ~

Postings / Staff %

Staff Postings
Saved Searches v facilities manager Q Hide Search Options v

Add Column: [ add Golumn 7]

Workflow State: \workfiow State

UHR User Assigned: \

Departmencyllinstitutional p| I 1

Select All || Unselect All

Institutional Planning & Ops (10452)
Facilities Manager x

@ Rutgers University HR Suite o X+

o - %
< C & rutgers-sb.peopleadmin.com/hr/postings?position type id=1 x » @
RUTGERS User Group:
Authorizer 1 v
Home Postings ~ Hiring Proposals = Shortcuts ~

Postings / Staff %

Staff Postings o

Add Column

Add Column v

Workflow State: \workfiow State

UHR User Assigned:

Department: ' |tiutional Planning & Ops (10452)

Institutional Planning & Ops (10452)

N
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3. Select the appropriate choice from the options available, and then select the
appropriate choice from the menu.

Click Search.

@ Rutgers University HR Suite : Po- X aF

< c @& rutgers-sb.peopleadmin.com/hr/postings?position_type_id=1

* » 0
Applicant Tracking System

o X

Welcome, | a  MyProfile logout
&]’I‘GERS User Group:
Authorizer 1 v
Home Postings ~ Hiring Proposals ¥ Shortcuts ~

Postings / Staff

Staff Postings ———
Saved Searches v facilities manager Q Hide Search Options v

Add Column: ‘Add Column
Workflow State: | \workflow State

e ‘

UHR User Assigned: ‘

h ‘

Departmem, Institutonal Planning & Ops (10452]

)
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D) Saved Search

Saved Searches are selected criteria that are saved to make it easier to search for that
same criteria later on.

All saved searches can be viewed in all User Groups, but a saved search can only be
run when the appropriate User Group is selected.

@ Rutgers University HR Suite s Po- X+ o - x

<« C @ rutgers-sb.peopleadmin.com/hr/postings?position_type_id=1 % @ (Upsee

Applicant Tracking System

NJTGERS User Group:

Authorizer 1

Home Postings ~ Hiring Proposals ~ Shortcuts ~

Postings / Staff

Staff Postings

N
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E) Creating a Saved Search

1. Ensure the appropriate User Group is selected. Select the applicable page and

enter all search criteria, for instance keywords in the search bar or filters from More
Search Options.

Click Search.

@ Rutgers University HR Suite : Poc X +

o - X
< C @ rutgers-sb.peopleadmin.com/hr/postings?position_type_id=1 * N e
Home Postings ~ Hiring Proposals ¥ Shortcuts ~

Postings / Staff

Staff Postings sl
Saved Searches v facilities manager | Q Hide Search Options v

Add Column: ‘Add Column v‘
Workflow State:

% Draft || x Authorizer 1 || xAuthorizer 2

* UHR Final Review

UHR User Assigned: v

Department: Department

2. Scroll down to the search results. Click Save this search?

@ Rutgers University HR Suite z: Poc X + o X

< C' @ rutgers-sb.peopleadmin.com/hr/postings/search Y N e

Saved Searches v facilities manager Q Hide Search Options v

Add Column: | Aqd Column v‘

Workflow State: | (2| (% Authorizer 1 | [ % Authorizer 2

* UHR Final Review

UHR User Assigned:

Department: | pepartment

Ad hoc Search x All Postings in ROCS

Ad hoc Search @) [Save this search? felected records ) Clear selection?
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3. Enter a Name and click Save this Search.

NOTE: To overwrite an old search, check Overwrite Saved Search and select
the appropriate option from the menu.

@ Rutgers University HR Suite s Po- X =+ o - X
< C' @ rutgers-sb.peopleadmin.com/hr/postings/search Y N e
Workflow State: | Draft || x Authorizer 1 || *Authorizer 2 B
% UHR Final Review
UHR User Assigned: v
Department: | pepartment
Ad hoc Search o Save this search?
O Make it the default search?
O overwrite Saved Search:| gglect saved search ¥
===
Selected records o Clear selection?
4. A success notification will confirm the new saved search. Click X to close.
@ Rutgers University HR Suite : Po- X + o — X

< C @ rutgers-sb.peopleadmin.com/hr/postings?position_type_id=1&search_id=1027 ¥ N e Update }

o Custom search 'Facilities Manager' saved

x
Applicant Tracking System Welcome, My Profile  logout
I{L]’I‘GERS User Group:
Authorizer 1 v
Home Postings ~ Hiring Proposals ¥ Shortcuts ¥

Postings / Staff Y¥
Staff Postings =+ Create New Posting
Saved Searches v facilities manager Q Hide Search Options v

Add Column: | Add Column

M ‘

Workflow State! | (b1 (x Authorizer 1 | [ x Authorizer 2

* UHR Final Review

UHR User Assigned:

Department: Department

(0]
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5. Access the new saved search by selecting the appropriate User Group and page.
Then hover over Saved Searches and select the search.

@ Rutgers University HR Suite :Po- X + o - x

<« C @ rutgers-sb.peopleadmin.com/hr/postings?position_type_id=1 % & @ (Upoee

Applicant Tracking System

mJTGERS User Group:
Authorizer 1
Home Postings Hiring Proposals ~ Shortcuts ~

Postings / Staff %
Staff Postings

T
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E) Deleting a Saved Search

1. Ensure the appropriate User Group is selected. Navigate to Saved Searches and
select the applicable search.

@ Rutgers University HR Suite : Po- X aF

©o - o X
< c @ rutgers-sb.peopleadmin.com/hr/postings?search_id=976&position_type_id=1 * B G
Applicant Tracking System Welcome, My Profile Help  logout
&]’I‘GERS User Group:
UHR v
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

Postings / Staff ¥¢
Staﬂ Postings + Create New Posting
o o

(VISIBILITY) - SAVED SEARCH NAME

(Personal) - Facilities Manager @
(Global) - All Postings in ROCS

2. Click Delete this search?

Click OK.

@ Rutgers University HR Suite : Poc X 4

o - X
< C @ rutgers-sb.peopleadmin.com/hr/postings?search_id=976&position_type_id=1 * N
Applicant Tracking System rutgers-sh.peopleadmin.com says elcome,

My, Profile Help  lo;

&],I,G ERS Are you sure you want to delete this saved search? User Group:

Shortcuts ~

Home Postings > Applicants ¥ Hiring Proposals ™

Postings / Staff ¥¢
Staff Postings ————
Saved Searches v Q More Search Options v

Facilities Manager All Postings in ROCS x

"All Postings in ROCS" Iz Delete this search? Selected records ° Clear selection?

=n
23456789,.. 584 585 Next—
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F) Customizing Search Results Columns

Every search results list has columns that are customizable. Columns can be moved,
organized alphabetically or numerically, added, and deleted.

To begin customizing columns, perform a

_ Sort and edit options
search and scroll down to the results list.

Move column left

Move column right

Sort in ascending order
Sort in descending order
Remove column from view

Hover over a column name and use the icons
to sort as needed.

X< DVA

< C' @ rutgers-sb.peopleadmin.com/hr/postings/search * G

Staff Postings
e e

Ad hoc Search x Facilities Manager

Ad hoc Search @ Save this search? Selected records o Clear selection?

H:34556738 Nex—

@ Rutgers University HR Suite : Po: X + [+] X

<>Al x (Actions)
Posting Workfl Active

(@] Posting Name Number Department/Division State ICreated Date Applications

ministrative Assistant uthorizer 2 Ju 3 at04: ctions v
@] Ad Assi Authorizer 2 July 24,2018 at 04:15PM 0 A
0 /é;sri:ﬁfsé‘ar;g;osr Marketing and AuEErEEr é\uM§us( 03,2018 at02:54 PEEEY
=] Xvé;rsnaaruona\ Faculty/Scholar Services Authorizer 2 é\uM§us( 08,2018 at03:15 Actions v
(@] Manager, Grants & Contracts Authorizer 1 ﬁb‘gus( 25, A0 e W2 0 Actions v
(@] Grants Administrator Authorizer 1 ﬁb‘gus( 28,20182t09:01 Actions v

O Temporary Research Assistant Authorizer SUPPORT  § Actions v v
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G) Adding Columns to Search Results

1. Ensure the appropriate User Group and page are selected. Click More Search

Options.

@ Rutgers University HR Suite z Po: X 4

(3 c

Applicant Tracking System

RUTGERS

Home Postings ~

Postings / Staff

Staff Postings
[

Applicants ™

& rutgers-sb.peopleadmin.com/hr/postings/search

Welcome,

Hiring Proposals ¥

M‘ Q More Search Options v l

e

My Profile Help  logout
User Group:
UHR v
Shortcuts ~

+ Create New Posting

2. Click Add Column and select the appropriate choice from the menu.

@ Rutgers University HR Suite : Po- X =+

< c

Staff Postings
[ ]

@ rutgers-sb.peopleadmin.com/hr/postings/search

m Q Hide Search Options v

[ Add Column:

V‘]

Add Column
—

Workflow State:

Job Open Date:

Job Close Date:

UHR User Assigned:

Department:

loh Codla:

Account/Index Number

All Submitted Applications
Applicant Reviewer

BGC Package Options:

BGI Cert Recipient:

Banner Position Number
Banner Position Number Active
Benefits

Budget Account Name
ot 8
Close Date

Created From

Daily Work Shift

| TR

X

x * Q@
+ Create New Posting
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3. The page will refresh with the new column. Scroll down to the search results list.

The column will remain

@ Rutgers University HR Suite : Po: X 4

Ad hoc Search

Posting Name

Employment Coordinator

Senior Human Resources
Consultant

Business Assistant Il

Program Assistant - NJAES
OCPE

Business Assistant I
Sr. Program Coordinator
Laboratory Researcher IV

Business Specialist

OBON O SCE O BON O BOS O PO

Human Capital
Management Specialist |

<« (& @ rutgers-sb.peopleadmin.com/hr/postings/search

Facilities Manager

Ad hoc Search @EgEE) Save this search? Selected records o Clear selection?

23456789,..584

Posting
Number Department/Division Workflow State

585 Next—

Created Date

November 10, 2014
at 08:53 AM

November 10, 2014
at 04:32 PM

November 25, 2014
at 02:18 PM

December 19, 2014
at 10:09 AM

December 23,2014
at 10:09 AM

January 13, 2015 at
08:13 AM
January 22, 2015 at
02:37 PM
January 29, 2015 at
09:15 AM

(Actions)

Active
Application{ Certifications/Licenses

J

1 Actions v
1 Actions v
1 Actions v
2! Actions v
0 Actions v
1 Actions v
1 Actions v
1 Actions v

el suppoRT g\ Actions
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