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

 

Shortcuts can be created for pages in the ROCS system, like Faculty Postings or Staff 
Position Requests. All shortcuts are easily accessible in the menu bar. After a shortcut 
is created, simply click Shortcuts and select the appropriate shortcut to be redirected to 
that page. 

Access to saved shortcuts is contingent on the appropriate User Group being selected.  
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C) Adding a Shortcut 
 

1. Ensure the appropriate User Group is selected. Select the applicable page and click 
the star outline icon       . 
 

HINT: Any filter items that are active prior to clicking the star outline icon      
will be saved within the shortcut.  
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Shortcuts User Guide 
  

 
4 

 

2. Enter a shortcut Name and click Add. 

 

 

 

 

 

 

 

 

 

 

 

 

3. A success notification will confirm the addition of a new shortcut. Click X to close.  
 
The star icon      will be filled. Click Shortcuts to access the new shortcut. 
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D) Deleting a Shortcut 
 

A filled star icon means that a page is currently a shortcut. See the image in the 
previous section for an example. 

1. Ensure the appropriate User Group is selected. Click Shortcuts and select Manage 
Shortcuts.  

 

 

 

 

 

 

 

2. Click the delete icon         to delete.  
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3. Click OK.  

 

 

 

 

 

 

 

 

 

 

 

 

4. A success notification will confirm the deletion of the shortcut. Click X to close.  
 

The star outline       icon will now appear.  
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E) Editing the Shortcut List 
 

1. Ensure the appropriate User Group is selected. Open Shortcuts and select 
Manage Shortcuts.  

 

 

 

 

 

 

 

2. Hover over the shortcuts list until the cursor becomes a four-sided arrow.  
 
Drag and drop shortcuts to change the list order. Click Save changes. 

 

 

 

 

 

 

 

 

3. A pop-up tab will appear to confirm the update. Click X to close.  
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