Initiating a Faculty Posting 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 require access, please contact SAS-HR at
humanresources@sas.rutgers.edu.

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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Initiating a Faculty Posting User Guide

B) Understanding Faculty Posting Initiation

The Initiator begins the job posting process by:

¢ |[nitiating the job posting

o Selecting Applicant Reviewer(s)

o Selecting Search Committee Member(s)
e Advancing the posting to Authorizer 1-Faculty

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

There are two ways to initiate a faculty posting:

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

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

When cloning a posting, 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 Faculty Posting

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

@ Rutgers University HR Suite : Us: X + (~] = X
C I #& rutgers-sh.peopleadmin.com/hr/ I * e
Applicant Tracking System Welcome, Elizabeth Hopta My Profile =
&]TGERS User Group!
UHR v

- q . Applicant Reviewer
Postings ™ Applicants ¥ Hiring Proposals ™

Initiator-Faculty

Welcome to your Online Recruitment System Employee

2. Select Faculty from the Postings menu.

@ FRutgers University MR Suite = Us: X o — = —
€ —» C & wigers-shpeopleadmin.com/hi/ b TG A
Applicant Tracki e Welcome, Maya Selzer My Profile  Help  logout
KLlrI‘GERS User Group:
Budget -

Postings ¥ Hiring Proposals = Shortcuts ~

Welcome tol Faculty Iem

Temporary/Casual/Seasonal

3. Click Create New Posting.

@ Fumers Unersity HRSuie 27e X —
€ + C & rug ! n type id=6 PO
Applicant Tracking System Welcome, Maya Selzer My Profile  Help
[Q.]TGERS User Group:
Initiater-Faculty ~

Home Hiring Proposals ~ Shortcuts =

Postings / Faculty v

Faculty Postings
= e

4. Click Create from Position Type.

=}

What would you like to use to create this
new posting?

Create from Position Type

= hat applies across the entire Position Type. A
new Posting from a Position Type Is almost completely blank.

Create from Posting

Uses an existing posting as a template and automatically copies in most
nformation.
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5. Enter a Recruitment/Posting Title.

@ FugenUnseniny HRSute s Fe X | 4 —=
€ < € | @ nngers-sbpeopleadmin.com/hr/pastings/newlposition_typs ides T EY LR
Applicant Tracking System Welcome, Maya Selzer My Profile Help  lopout
TGERS User Group
TQI [GERS
Initiator-Faculty -
Home Postings ~ Hiring Proposals > Shortcuts ~

Postings / Faculty / New Posling £

New Posting
Create New Posting
Recruitment/Posting Title * [ ]

Organizational Unit

School * HR & Org Effectvenass 12 (10637-12)

6. Open the Department/Division and select the appropriate choice.

@ Rungees Usivesing MRS - o x

€ 5 @ W rgenshpsopleadmincom/hposings/nen pos on yps ds8 AR TR

Applicant Tracking System Welcome, Maya MyProfile Lelp lopout

]Q]'I‘GI‘LRS :

Initiator-Faculty -

Home Postings ~ Hiring Proposals > Shortcuts ~

Postings / Faculty /

RS _
> Create New Posting

Recruitment/Posting Title *

Organizational Unit

School *

Division/Department *

Department/Division *
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8. Scroll down @ The References section is optional. If desired, fill out the
References section.

Menu Definition
After the Applicant reaches the selected Workflow
Reference Notification State, the ROCS system will automatically request
references.
After all the recommendations have been received, the
Reference Workflow = ROCS system will automatically move the posting to the
selected Workflow State.

Recommendation

Document Type Select the type of document that a reference can upload.

@ Fument + o x
¢ (et et N L
| didate Pr B
References
Reference Notificatior v
Recommendation Document Type v
Online Applications
9. Scroll down and click Create New Posting.
Accept online applications?
Special offline application instructions
5
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10.Select a Salary from the dropdown menu.

PP

Welcome, Mayz MyProfile Help logout

Initiator-Facuity v

Home Hiring Proposals

Shortcuts ~

Postings / Part Time Lecturers, Human Res:

2021 (Draft) / Edit: Position Details

Editing Posting

Position Details m P e

S po: Jocuments
Jocuments
Recruitment/Posting
User Part Tima Lacturers, Human Resource Manageme

Title

@ Search Commiltee

@ Search B e Crit « Salary

Sur
Posting Summary

o x
= C @ nngers-sb.peopleadmin.com/he/postings/ 110930/adit S EIEY
i1 Recruitment/Posting
© Gues 4 * Title Part Time Lecturers, Human Resource Manageme|
@se
@ Search Evaluative Crit + Salary

Summary

Posting Summary

Initator

RUTGERS
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12.Type a name in the Initiator field and select the appropriate person(s).

+  Posting Summary

i .,
Initiator ﬁ m
+  Applicant Reviewer Box, John {jod123) J
Cake, Maria (cam123)

Dryer, Sam (das123)

Ellis, Greg (2ag123)

+ Payroll Designation

Semester Greace, Alicia (gaa123)
Hen, Patricia (hap123)
+  Class andy (iab123)
Posting Number

NOTE: Initiators and Applicant Reviewers can be searched by First Name,
Last Name, or NetlD.

13.Type a name in the Applicant Reviewer and select the appropriate person(s).

»  Posting Summary

SMLR’s undergraduate and graduate Human
Resol Management programa.

Initiator Doe, Jane (jod555)

. Appicank Revewer Test, David (tadi85) x jane
Doe, Jane (jod555)

+ Payroll Deslgnation

+ Semester

+  Class

Posting Mumber

RUTGERS
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15.0pen the Semester menu select the appropriate choice.

|| Pecp

Payroll Designation

Semester

Class

Posting Mumber

16. Open the Class menu and select the appropriate choice. Then scroll down.

Semester Spring -
2Ou|Is

Class
Pasting Nurmber

Posting Open Date

Posting Closa Date

17.Click the calendar icon
Closing Date.

Class [- - - "J

Posting Number
Pasting Open Date MM/DDAYYYY
Pasting Close Date pPp—

HINT: The calendar icon will reveal a mini calendar. Use the calendar to
select the correct date.

« ¢ May221 > B Sort and edit options
S M T W T F 5 » Move forward one month

'4 Move back one month
»» Move forward one year

¢ < Move back one year
s  Select month and year
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18.Enter Minimum Education and Experiences and Certifications/Licenses. Then
scroll

Quilifications
i N
Minimum Education an
Experience
\J J
- a
Certifications/Licenses

19.Enter an Overview. Then scroll down.

Physical Demands and
Work Environment

Overview

20.Select the appropriate response for the question Have you requested a waiver of
posting? Then scroll down.

Posting Details

Have you requested a
waiver of posting?

If this action is
proceeding as 3 waiver
of posting, | certify that
approval for the walver
has been received from
Academic Labor
Relations/UHR Enter Your Initia

Equity and
that a copy of the
approval has been
uploaded.

NOTE: If Yes, you must enter your initials in the field below.
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21.0pen the Campus menu and select the appropriate choice.

Quick Link to Posting nttps:rutgers-sh.paopleadmin.comipas dngs!1 10330

Campus

Home Location Campus

Rulgers Biomedical and Haallh Sciences [REHS)
\

22.0pen the Home Campus Location menu and select the appropriate choice. Then
scroll down.

e
uploaded.

Speclal Instructiens to
Applicants

e Ave [RL-MNaw Bru
(AU-New Brunswick)
S (AU-New Brunswick)

Quick Link to Posting

Campus -h Plains (RBHS) v]
win New Brunswick

Home Lacation Campus

Quick Link to Posting

Campus

+  Home Lacation Campug
tural @nd Dey

rlopment Econamics

Food Scisnce a
Horticulture and
- Other AgHicy
- Flant and Soll Sclence
- Vaterin:

Location Details

> - Allied Health - Art Therapy

Alligd Health - Communil
Alligd Health - Denlal As:

+ Postto HERC?

+  |ob Category

10
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24 .Enter the email address of the person receiving the results of the background check

in the BGI Cert Recipient field. Select the appropriate response for Background
Check. Then scroll down.

If a Background Check is necessary, select the appropriate choice from the BGC
Package options.

[ test@rutgers.edu

BGI Cert Rediplent:

+ Background Check

BGC Package Options:

ALa Carte Package
Type:

HINT: The BGI Cert Recipient is the person who will receive the results of

the background check. If there are multiple people, separate the emails
with a semicolon.

25.Select the appropriate response from the Medical Clearance and Liability Claim
Insurance menus. Then click Save & Continue.

Medical Clearance

Liability Claim Clearand]

color. nauanal origin, age.

PeopleAdmin Better Talent. Better Future. Copyright 2021 All Rights Reserved Last refre

RUTGERS

University Human Resources
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21.Answer the question Will this posting require Reference Letters? Then scroll
down.

If Yes, add a value for:

¢ Minimum Number of References Required
e Maximum Number of References Required

If applicable, use the calendar icon | [
be submitted by.

to select a date the reference letters must

When finished, click Save & Continue.

Editing Posting
Position Details

@ Position Budget Inform...

@ Posting Specific Quest...

@ Posting Documents

Reference Letters

* Required Information
Reference Letters

Will this posting require

m << Prev Save & Continue

© Applicant Documents Reference Letters?
@ Guest User
B I P 1 o EEE =~
@ Search Committee ¢
o h Eval C Reference Provider
earch Bvaluative Crit... Special Instructions
Summary

Minimum Number of
References Required ‘ ‘
Maximum Number of
References Required ‘ ‘
Cutoff Date MM/DD/YYYY | 8

Lo T T

22.If applicable, add a Posting Specific Question. Click Add a question.

Editing Posting

@ Relerence | efters

Posting Specific Quest...
Viisting s Baition

Posting Specific Questions

Included Supplemental Questions

Category

Status

NOTE: Posting Specific Questions are always answered by the applicant.
Questions can be required or optional.

12
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a. A pop-up tab will appear. Choose a Category or enter a Keyword to find the
appropriate question. Check the appropriate box and click Submit to add a question.

Applicant Tracking System

Available Supplemental Questions

[Caregury: Any | Keyword: Human Resource Management

Add Category Question

] Education D
O Experience W e experience do you have Ir

Cducation Do you have a minimum of a Master’s degree In Human Resource ment or related field?

Displaying all 3
Can't find the cne you want? Add a new one

b. Once the question is submitted, it will be listed in Included Supplemental
Questions. Click the question to expand it.

Check the Required box if the question is required. Check the Disqualifying box if the
answer disqualifies an applicant from applying for this job.

Repeat these steps to add more questions.

When finished, click Save & Continue.

Editing Posting z "
@ Position Details

@y 2 Inform.

© Reference Lerters Included Supplemental Questions
i Add a question
Posting Specific Quest...
© Posting Documents posmon | Requred || caregory Queshon o
@ Applicant Documents 1 Fducation Do you have a minimum of 3 Master’s degree in Human Resource Management or related field? active
© Guest User
05518 Swers: ined Options
Answer Points Disqualifying
nt
Yes
2 No

c. If applicable, click Add a question to create a new question.

Editing Posting

s oo oo
Vorr

@ Releren [ers Included Suppl tal Questi
Inclu pplemental Questions

@ rost

g Documents Pasion Required  Category Question Status

Education Do you of a Master’s dagree In Human Resource Management or related field? active
Poss
@ search Committee
Answar Points Disqualifying
® searc
Yes
Surm
2 N 1]

13
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d. Click Add a new one at the bottom.

Available Supplemental Questions

Category: [y <] Keyvord: |

Add Category  Question
Education Do you have a Master's Degree in Social Work (MsW)?
Experience Do you have experience providing event planning, conference or event management, or catering
sales in a Student Union or Student Center environment?
Computer Do you have experience administering and interpreting career assessment instruments (e.g.,
skills FOCUS 2, METI, Strong, etc.)?
Experience Do you have experience working in HR?
Experience  How many years of experience do you have in training and development?

Experience Do you have training and development experience in higher education?

Experience Do you have training and/or development experience within a Large, and complex organization?

Experience Do you have sourcing experience?

Experience Do you have experience sourcing on Linkedin?

Experience  What applicant tracking system have you worked with?
Experience  How many recruiters have you supported in your last position?
Experience  What s your current salary?

Union Have you been in your current position for 6 months?

O
O
O
[m)
8|
(m)
o
O Experience  How many years of recruiting experience do you have?
L]
O
O
O
O
O
L]

Experience Do you now/have you ever worked in a university student services/affairs setting?

Displaying 1 - 15 of 4056 in total
« Previous|Next —

Submit || Cancel

e. Enter a Name for the question and type in the Question.

‘Questions defined here will be “pending" approval and will not be available for use in other areas of the
system until they have been approved.

Name *

(
Status * pending v

Category Please select a category

’ Question * ‘

o

Possible Answers.

® Open Ended Answers

OPredefined Answers

Submit

14
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d. Open the Status menu and select active. Open the Category menu and select a
category.

Questions defined here will be "pending” approval and will not be available for use in other areas of the
system until they have been approved.

Name *

(
Status *

Category Please select a category v

Question *

Possible Answers

® Open Ended Answers

OPredefined Answers

e. Select Open Ended Answers or Predefined Answers. If Predefined Answers,
type in the selections that the Applicant can choose from.

Click Submit.

Repeat the steps to continue adding new questions.

Possible Answers

’ O Open Ended Answers ‘

@Predefined Answers

Empty answers will be excluded.
Click and drag possible answers to reorder them.

Possible Answer 1:
x
[ J

Possible Answer 2:

- J

15
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d. If applicable, select the question to assign point values to Predefined Answers.

Editing Posting

Posting Specific Questions

((((((((

Check Disqualifying to automatically disqualify an Applicant who selects that
Predefined Answer.

Assign a point value to a Predefined Answer. The point system tracks Applicant
answers through points, which may help when reviewing applications. For example, if
you ask Do you have a Bachelor of Science degree? and an Applicant answers No,

that applicant will not be disqualified, but instead receive 1 point. Applicants who
answer Yes will receive 2 points.

Editing Posting

Posting Specific Questions

Included Supplemental Questions

23.Upload internal Posting Documents as needed. When finished, Click Save &
Continue.

NOTE: Applicants will never see these documents.

Editing Postin, "
& e Pasting Documents << Prev Save & Continue
@ Position Detail:
@ Posilion Budgel Inform..
O Relerer s Please attach Waiver Approval from Academic Labor Relations or st
@ Posting Specific Quest PDF conversion must be completed for the document te be valid whe
@ Applicant Documents
finng Plan v
@ Guest Use
@ scarch
-
@ Search Evaluative Crit

16
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24 All items in Applicant Documents default to Not Used, make changes accordingly.

Scroll down to view the full list of available document choices. When complete, click
Save & Continue.

NOTE: During the application process, the applicant will upload the
selected documents.

HINT: To allow applicants to upload multiple documents of one type, select
that document the correct amount of times. For example, to upload more than

one Certifications/Licenses make sure to select Certifications/Licenses,
Certifications/Licenses 2, and so on.

Editing Posting Applicant Documents

= e=(E=D
ositicn Details

@ Position Budget Inform..

@ Relerence Letters Order  Name [ Not Used o R i ]

@ Post

@ Posting Documents ¢

© Guest Use 2

©5eq

25.In most cases, Guest User is skipped. Click Save & Continue.

NOTE: If Guest User access is needed, contact ROCS@hr.rutgers.edu.

urers, Human Resource Management

t - Spring 2021 (Draft) / Edit: Guest User
Editing Posting
amitin e

® Position Deails
@ Positic udgel Inform.
Refere = Want to give guests access to view this posting?
& Doy
=

Applicant Documents
@ Scarch Committee

Search Eval 1t

University Human Resources
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26.Add Search Committee Members as needed. Click Add Existing User.

NOTE: Search Committee Members are assigned to help review applicants.

Postings / Faculty / Part Time Lecturers, Human Resource Management - Spring 2021 (Draft) / Edit: Search Committee

Editing Posting .
—

@ Position Details
@ Position Budget Inform...
@ Relerence | etters <
Search Committee Members

@ Pasting Specific Quest.

@ Posting Documents aindlembers have been assigned to this Posting e

I Add Existing User I Create New User Account
@ Guest User

@ search Evaluative Crit.

@ Applicant Documents

Summary

a. Enter a name or NetID into the search field and click Search.
Click Add Member.
Remove the name and enter a new name to continue adding members.

When finished, click Close.

Search: doe

Display search committee user group members only

Department Commiltee Chair {Actions)

°

Displaying 1 User

Create New User Account

Close

18
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27.When finished adding Search Committee Members, click Save & Continue.

NOTE: If applicable, select Committee Chair(s) by checking the box.

Postings / Faculty / Part Time Lecturers, Human Resource Management - Spring 2021 (Draft) / Edit: Search Commitiee

Editing Posting

. st ] ]
Position Detalls

@0
©Rel .
= Search Committee Members
CIE
Emai Committae air 1§ (ACtio
©applican
@ Guest User Jane Doe emaladdress@rod.zed il i
@ Search Fvaluative Crit Jane Doe emalladdress@zed.zed soproved cHore
Summary
Jane Doe emailaddress@zed.zed sod v
Add Existing User ‘Create New User Account
=

28.Add Search Evaluative Criteria as needed. Click Add a Criterion.

NOTE: Search Evaluative Criteria provides Search Committee Members
with specific criteria to help them narrow the applicants. For example,
members may be asked to rank applicants.

Editing Posting . _—
Search Evaluative Criteria m m Save & Continue
& Position Details
Position Budgel n
€ Included Evaluative Criteria Add a Criterion
ategor Description Weight Workflow State Status

19
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a. Select a Category or enter a Keyword to search for specific criteria.
Click the Description to expand the criteria.

Check the box to select the criteria. Then scroll down.

Applicant Tracking System
PF i

Available Evaluative Criteria

[Calegory: any | Keyword: |

Add Category Description

) Uncategorized Please provide any comments on the applicant.

Uneategorized prov K of the applicant on a scale of 1 (ot qualified and would not consider for
intes 5 (Qualificd and should be intervicwed)

Possible Amswers:

Applicant workflow state
Under Review by Search Committee

b. Click Submit. Repeat the steps to continue adding criteria.

O uncategorized Does the candidate have forecasting experlence?
O Uncategorized Does the candidate have experience with Tableau?
[ Uncategorized Primary Reader
Displaying all 13
Can't find the one you want? Add a new one
I Submit I Cancel

29.When finished adding criteria, click Save & Continue.

S I At :
Save << Prev Save & Continue
@ Position Details

@ Position Budgel Inform

O Relerence Letters Included Evaluative Criteria Add a Criterion
@ Posting Specific Quest

®pa CLments Category Description Weight Workflow State Status

@ Applicant Documents

@ search Committee

Search Evaluative Crit.

KEY: The next actions advance the posting to the next step in the posting
process. It is critical that these steps are completed in order to submit the
posting for review.

20
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30.Click Take Action on Posting and select Authorizer 1 (move to Authorizer 1).

Applicant Tracking System Welcome, Maya Selzer MyProfile Help logout
TOCE User Group:
RUTGERS
Initiator-Faculty ~

Home Postings ~ Hiring Proposals ~ Shortcuts ~
Postings / Faculty / Part Time Lecturers, Human Resource Management - Spring 2021 (Draft) / Summary Search Results: Next
-

Take Action On Posting v

Keep working on this Posting

WOR

Cancel (move to Cancelled)
—
izer 1 (move 1o l

Autl

Authorizer 1)

Posting: Part Time Lecturers, Human Resource Management - Spring 2021 (Faculty) Edit sudzet move w Budger
Current Status: Draft Authorizer 2 (move to
Posion Type: Faculty Created by Aloelzend)
Department/Division: University Owner:

Human Resources (10445)

31.Select the appropriate Authorizer 1 and click Submit.

CAUTION: Never select System Account. Always select the appropriate
Authorizer 1 in your department. If System Account is the only option
available, contact ROCS@hr.rutgers.edu

Authorizer 1)

Submit Cancel

32. A notification stating that the “Posting was successfully transitioned” will appear.
Click X to close the notification.

@ FumpeenUsveny RS sfo x| 4 e a x
€« C (a ng3/1 oG o @ q] &
o Pasting was successfully transitioned B

Applicant Tracking System Welcome, Maya Selzer MyProfile Help  logout

TR User Group
RUTGERS
Initiator-Facuity v

Home Hiring Proposals ~ Shortcuts ~

Postings / Faculty / Part Time Lecturers, Human Resource Management - Spring 2021 (Authorizer 1) / Summary Search Results: Next

-

0sling looks 1o Applicant

Posting: Part Time Lecturers, Human Resource Management - Spring 2021 (Faculty) : \pplicant Vicw

Current Status: Authorizer 1

Posiuon Type: Faculty Created by: Maya Selzer
Department/Division: University Owner: Authorizer 1- Faculty :
Human Resources (10445) Maya Selzer

21
RUTGERS

University Human Resources


mailto:ROCS@hr.rutgers.edu

Initiating a Faculty Posting User Guide

D) Initiating a Posting from a Previously Posted Job

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

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

@ Rutgers University HR Suite = Us: X + (~] - X
C Q& rutgers-sb.peopleadmin.com/hr/ * o ]
Applicant Tracking System Welcome, Elizabeth Hopta My Profile Help logout
m_llGLRS User Group:
UHR v

- g o Applicant Reviewer
Postings ¥ Applicants ¥ Hiring Proposals ¥

Initiator-Faculty

Welcome to your Online Recruitment System Employee

2. Select Faculty from the Postings menu.

D ity momesie = N ° o x
€« C @ nngers-sbpeopleadmin.com/hr, T @ g, & w !
o You are now viewing the system as a member of the Intiator-Faculty group x

Applicant Tracking System Welcome, Maya Selzer MyProfile  Help  logout

RUTGERS

Poslings ~ | liring Proposals ~ Shortcuts ~

Welcome 8yg nune ke ment System

3. Click Create New Posting.

@ Furgers Uniersty MR Sufe s 0 % o o x

& 3 @ @ rutgers-shpeopleadmin.com/hrjpastings?pesition ype id=5 AN - B
19

Applicant Tracking System

m I"I(‘. le User Group:

Initiater-Faculty ~

Home Postings ~ Hiring Proposals = Shortcuts =

Postings / Faculty v

Faculty Postings
=

22
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4. Click Create from Posting.

(=]

What would you like to use to create this
new posting?

Create from Position Type
Includes only the informatios plics across the entire Position Type. A

Position Type <completely blank

new ng Ir
Create from Posting
- R 5 a template and automatically copies in most
information.

5. Search for the appropriate posting and click the Posting Name.

Faculty Postings

Add Colurmn: | aqq Column hd

Posting Organizatonal Unit | posting Organizational Unit

Al Faculty Postings v1

“All Faculty Postings v1* )

(Actions)
Posting Active Workflow

Posting Name Number Department/Division Applications State State Owner Last Status Update

[:;G;‘{thn‘x.l-mna“ Resouirce Management - Spring 2021 - SAMPLE ]»’(JlMllh Hm:ﬂylmmnnF(ﬂ\mmm 0 Posted ::'JII:‘:::I}IJP“7rd:ll\ly"Mﬁyd Ir::;ynn,?nm ar03:53 Actions v
NOTE: The Workflow State of the original posting must be Posted,
Approved Internal/Waiver, or Filled.

6. Click Create Posting from this Posting. Then scroll down.
@ Ruge Ax o a x

Applicant Tracking System

NI'I‘G ERS User Group,

Initiator-Faculty v

Hiring Proposals ~

Postings / Faculty / Co-Adjutants, Human Resource Management - Spring 2021 - SAMPLE POSTING (Posted) / Summary
-

|
[o Create Posting from this Posting
Posting: Co-Adjutants, Human Resource Management - Spring 2021 - SAMPLE POSTING (Faculty)

Current Status: Posted

23
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7. Click Create New Posting.

Online Applications

Accept online applications?

special offline application instructions Please upload a copy of your SHRM certification in the

8. Scroll down and remove the Initiator and Applicant Reviewer.

Type the blank space to select the new Initiator(s) and Applicant Reviewer(s).

Then scroll down.

Initiator Doe, Jane (jod555) G

Test, David (tadSSS5)ff %
Doe, Jane (oasss) | »

Applicant Reviewer

+ Payroll Designation PooplaSoft

* Semester Spring ~

+ Class v

9. Click Save & Continue.

ground and opinion, and prohibit diss
Ining. compensation, pay, fri
Jiscrimination Statement at the following web address: hi

24
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10.Review each section of the Editing Posting menu. Click Save & Continue when
finished with the review and edits of each section.

NOTE: All dates must be changed to the appropriate timeframe.

For information on how to edit specific sections, refer to the Initiating a New
Posting section.

@ Fugers Universty HR Suite 1 Fe- x| o

€ 3 C @ rngens-shpeoplesdmincom/hi/postings/ 110937 edt abad updatad st

0 Posting was successfully updated.

Welcome, Maya Selzer MyProfile Help logout

Applicant Tracking System

Hiring Proposals »

man Resource Management - Spring 2021 (Draft) / Edit: Position Budget Information

stings / Faculty / Co-Adjutants, Hu

@ Position Details

Position Budget Inform...

© Applicant Documents Accountindex Number | 123459
© Guest Use
Fund Number
@5 mi
search Evaluative Crit
@se Evaluative Crit Percentage Funded
\_" _/
Position Number
Maximum Amount
salary Component Pexion seacy.
Remove Entry

11. After reviewing the Editing Posting menu, open the Take Action on Posting menu
and select Authorizer 1 (move to Authorizer 1).

Current Status: Draft sting

| Posting: Co-Adjutants, Human Resource Management - Spring 2021 (Faculty) Edit

/pe: Faculty
Depar Division: University
Human Resources (10445)

Summary History Sellings
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12.Select the appropriate Authorizer 1 and click Submit.

CAUTION: Never select System Account. Always select the appropriate
Authorizer 1 in your department. If System Account is the only option
available, contact ROCS@hr.rutgers.edu

zer 1 (move to Authorizer 1)

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

uthorizer 2
Submit Cancel da er2)

13. A notification stating that the “Posting was successfully transitioned” will appear.
Click X to close the notification.

@ FumensUsenn WRSune sfe x4 (-] a X
€ > C @ nay hifpastings/ 110630 vansitioning atre 7 RN

o Pasting was successfully transitioned B
ogout

Applicant Tracking System

User Group

RUTGERS

Initiator-Facuity v

Home Hiring Proposals » Shortcuts ~

Postings / Faculty / Part Time Lecturers, Human Resource Management - Spring 2021 (Authorizer 1) / Summary Search Results: Next

W See how Posting looks to Applicant
Posting: Part Time Lecturers, Human Resource Management - Spring 2021 (Faculty) 8«
Current Status: Authorizer 1 Ber
Position Type: Faculty Created by: Maya Selzer [ Add 1o Wawen List
Department/Division: University Owmer: Authorizer 1- Faculty :
Human Resources (10445) Maya Selzer
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