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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 require access, please contact SAS-HR at 
humanresources@sas.rutgers.edu.

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

The Initiator begins the job posting process by: 

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

• 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.  

 
 

 
 

 

 
 

2. Select Faculty from the Postings menu. 
 
 
 
 
 
 
 
 

3. Click Create New Posting. 

 

 
 
 
 
 
 

 

4. Click Create from Position Type. 
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5. Enter a Recruitment/Posting Title. 

 

 

 

 

 

 

 

 

6. Open the Department/Division and select the appropriate choice.  
7.   
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8. Scroll down       . The References section is optional. If desired, fill out the 
References section. 

Menu Definition 

Reference Notification 
After the Applicant reaches the selected Workflow 
State, the ROCS system will automatically request 
references.   

Reference Workflow 
After all the recommendations have been received, the 
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. 

 

 

 

 

 

 

 

9. Scroll down and click Create New Posting. 
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10. Select a Salary from the dropdown menu.  

 

 

 

 

 

 

 

 

 

 

 

 

11. Enter a Posting Summary. Then scroll down. 
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12. Type a name in the Initiator field and select the appropriate person(s). 

 

 

 

 

 

 

 

 

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

 

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

 

 

 

 

 

 

 

14. Open the Payroll Designation menu and select the appropriate choice.  
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15. Open the Semester menu select the appropriate choice. 

 

 

 

 

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

 

 

 

 

17. Click the calendar icon         to enter the correct Posting Open Date and Posting 
Closing Date.  

 
 
 
 
 

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

 

 

 

 

 

 

 

 

 

 

 

Sort and edit options 

 
Move forward one month 

 Move back one month 

 
Move forward one year 

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

 

 

 

 

 

 

 

19. Enter an Overview. Then scroll down. 

 

 

 

 

 

 

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

 

 

 

 

 

 

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

 

 

 

 

22. Open the Home Campus Location menu and select the appropriate choice. Then 
scroll down. 

 

 

 

 

 

 

23. Open the Job Category menu and select the appropriate choice. Then scroll down. 
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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. 

 

 

 

 

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. 
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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 
• Maximum Number of References Required 

If applicable, use the calendar icon          to select a date the reference letters must 
be submitted by. 

When finished, click Save & Continue. 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

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

 

 

 

 

 

 

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. 

 

 

 

 

 

 

c. If applicable, click Add a question to create a new question. 
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d. Click Add a new one at the bottom. 

 

 

 

 

 

 

 

 

 

 

e. Enter a Name for the question and type in the Question.  
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d. Open the Status menu and select active. Open the Category menu and select a 
category.  

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

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. 

 

 

 

 

 

 

 

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

 

NOTE: Applicants will never see these documents. 
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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. 

 

 

 

 

 

 

 

 

25. In most cases, Guest User is skipped. Click Save & Continue. 
 
NOTE: If Guest User access is needed, contact ROCS@hr.rutgers.edu. 
 
 

 

 

 

 

 

 

 

 

mailto:ROCS@hr.rutgers.edu
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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.  
 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

doe 
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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. 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

Jane Doe 

Jane Doe 

Jane Doe 



Initiating a Faculty Posting User Guide 
  

 
20 

 

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. 

 

 

 

 

 

 

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

 

 

 

 

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

 

 

 

 

 

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

 

 

 

 

 

 

 

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   

 

 

 

 

 

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

 

 

 

 

 

 

  

mailto:ROCS@hr.rutgers.edu
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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. 

 
 

 
 

 

 

2. Select Faculty from the Postings menu. 

 

 
 
 
 

 

3. Click Create New Posting. 
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4. Click Create from Posting. 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

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. 
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7. Click Create New Posting.  

 

 

 

 

 

 
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. 

 

 

 

 

9. Click Save & Continue. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

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