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7KH &68 6KDUH
6\VWHPV DFFH
GLVSOD\V

(QWHU \RXU 1H
3DVVZRUG DQG
/IRJILQ

<RX ZLOO EH U
WR WKH 'XR
DXWKHQWLFDW
8VLQJ D PRELQ
RU NH\ IRE WH

&OLRWHU D
3DVVZRUG

(QWHU WKH 3D
SURYLGHG DQG
/IRILQ

G
V SDJH

1w,
&OLFN

HGLUHFWHG

LRQ SDJH
H GHYLFH
RNHQ

VVZRUG
&OLFN
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8vVLQJ D PRELQH GHYLFH

6HOHFW RRIXQ
RSWLRQ

6HQG OH D 3XV
RSWLRQ

3RS XS EORFNHU
GLVDEOHG LQ RU

vV PXVW EH
GHU WR

FRPSOHWH WKH VWHSV

RXWOLQHG EHOR

4
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'DVKERDUG 1DYLJDWLRQ
Note: either the tiled or
Recruiter (list) dashboard
will display depending on
your assigned role. Both
versions are shown here

7TUDQVDFWLRQ 'H

6HOHFW D MRE W

JURP WKH /LVW
'DVKERDUG FOQ
-RE IURP WKH -
VHFWLRQ XVLQ
KDPEXUJHU PH

JURP WKH 7LOH
'DVKERDUG FQ(Q
-RE TURP WKH -

6HOHFMH VK H
GHSDUWPHQW
WKH SRVLWLRC
8VLQJ WKH EL(
LFRQ HQWHU V
QXPEHU EHJLQ
(% (DVW %%\
BHOHFW (DVW
WKH &DPSXV O
6HOHFWWo WKH
YDFXOW\ 7HQXU
7UDFN 25 )DFX(
JHFWXUHU 3RR
7HPSODWH
7KAHQXUH 7UD
RU /HF WSRMWIL
WHPSODWH FD
YLHZHG LQ WKI

BUHYLHZ(ILHOG

&OLFNW )

LEN 1HZ
REV

J WKH
QX LFRQ

G
LFN 1HZ
REV WLOH

WDLOV

HPSODWH

LQ ZKLFK
D) UHVLGHV
DRFXODUV
/KH SRVLWLRQ
QLQJ ZLWK

oD\ IURP
L VW

H
D W\
D

FN

N
N EH

—

'



SHYLHZ 3RVLWLR

3RVLWLRQ 1XPEH
H[DPSOH

Click the carrot to the
right side of the field to
review position details;
Contact your Faculty
Affairs and DO NOT
MOVE FORWARD if any
value is incorrect.

Note: position details will
not be visible if the
binoculars search feature
was not used to enter the
position number

&RPSOHWH WKH
SHTXLVLWLRQ ,Ql

6 H O H FWo WYDH X
7HQXUH 7UDFN
)DEFXOW\ /HFW
3RREMHFUXLWPH
3URFHVV IURP

6HOHFWe WKH
)DEXOW\ 7HQX |
7UDFN $SSOLF
JRUP 25 (%

)DFXOW\ /HFW X
$SSOLFDWLRQ
IURP QAVW

6DODU\ 5DQJH
LV D PDQXBG'H
&

Note, all other values will
default from Peoplesoft
position details or values
selected on the previous
Job Template page

D '"HWDLOV

U %

RUPDWLRQ

oW\
25
X UHU
QW
OLVW

JH
DWLRQ

UHU
YRUP

*UD G H
QWU\

—

—r






% 6HOHFW WKH

UHDVRQ

I[IURP WKH OLVW RI DYDLODEOH

RSWLRQV

' 6HOHFW WKH
I[URP WKH OLVW
RSWLRQV

9DOLG (DVW %D\

" Instructional
Faculty —
Tenure/
Tenure-Track)

" Instructional
Faculty —
Temporary/
Lecturer

( 6HOHFW WKH
IRUP WKH OLVW
RSWLRQV

Note: Probationary is used
for Faculty hires

ZRUN W\SH
Rl DYDLODEOH

RSWLRQV

KLULQJ W\SH
Rl DYDLODEOH

—r



) £ 6HOHFW WKH MRE VWDWXV
IURP WKH OLVW RI DYDLODEOH
RSWLRQV

Note, Per Diem and
Emergency Hire will not be
used at this time

(QWHU WKH -RE "HWDLOV

(QWHU -RE

6XPPDU\ %DVLF

)XQFWEBRQ
(QWHU WKH OLQLPXP
AXDOLILFBOWLRQV
(QWHU WKH 5HTXLUHG
AXDOLILFRWLRQV
3UHIHUUHG
AXDOLILFDWLRQV LV DQ
RSWLRQDO ILHOG

7KH 6SHRLDELWLRQV
ILHOG FDQ EH OHIW EODQN
(

(QWHU WKH /LFHQVH RU
&HUWLILFDWLRQV
UHTXLUHBHQWYV

7KH 3K\VLFDO
SHTXLUHPHQWYV ILHOG FDQ
EH OHIW EODQN GHWDLOV
FDQ EH LQFOXGHG LQ
OLQLPXP 4XDOLILFDWLRQV
LI DSSOLFDEOH

&RPSOHWH WKH -RE 'XWLHV
6HFWLRQ

7KH -RE 'XWLHV ILHOG LV
QRW X$HG
6HOKRW

—

—r



&RPSOHWH WKH 3
'"HVLJQDWLRQ ,QI

6HOHFMW PAWHH G
W\SH IUR® OLV
6HOHRQYHR U
&RQIOLFW R I%,(
,| DSSOLFDEOH
VHOHFW R&$$
,| DSSOLFDEOH
<HWR LGHQWLI
6HQVLWLYH SR
SURYLGH D UH
relevant criteria (D)

&RPSOHWH WKH
'"HWDLOV 6HFWLR

6HOHFW %HQH
(OLJLEROLW\
Benefit Eligibility Criteria
$Q $QWLFLSDYV
5DQJH LV UHT
DOO VWDII SRV
*UDQW )XQGLQ
VKRXOG EH RX
WKH %XGJIJHW &
ILHOG $FFRXQV
ILH@&G
7KH &RVW &HQ
GHIDXOWYV IURHF
SHRSOHBRIW
6HOHFW WKH [
3D\ 30DQ IURP
211 ORQWKYV DU
UHTXLUHG IRU
DQG SD\
SODQV

(+ 6HOHFW WKH
DSSURSULDWH S
IURP WKH OLVW R
RSWLRQV

Note: AY for instructional
faculty positions

RVLWLRQ
RUPDWLRQ

W

WHUHVW
$SWKOHWLFV

VHOHFW
\ D
VLWLRQ DQG
SRQVH IRU

HXGIHW

Q

ILWYV

VHG +LULQJ
KLUHG IRU

LWLRQV %
J GHWDLOV
NOLQHG LQ
KDUW

/ VWULQJ

WHU

D

SSURSULDWH
OLVW
H

\ SODQ
| DYDLODEOH

—

—r






&RPSOHWH WKH 6HDUFK
'"HWDLOV ,QIRUPDWLRQ

(QWHU RU 6HOHFW WKH
6HDUFK &RPPLWWHH

& KD L$U

$GG 6HDUFK &RPPLWWHH
OHPEHWY

—

[—

btd

—r



% + ,GHQWLI\ WKH 6HDUFK
&RPPLWWHH OHPEHUYV

&OLF$OWXKEHDUFK
&RPPLWWHH OHPEHU
EXWWRQ
(QWHYLWRW G
/IDVQDPH ®HD P
WKH HPSOR\HH EHORQJV
W R
&OIBHDUFK %
&OIBFENDH[W WR WKH
WHDP RI WKH HPSOR\HH
\RXTYH VH@QHFWHG

Note: Highli[.1<0044>4.6<2hli

—

—r



6HOHFW $SSURYD
"RUNIORZ 3URFHV

,GHQWLI\ WKH
$SSURYDO 3®R

Note, the Approval
Process Workflow
Selection Tool section
contains details regarding
the tool developed to
assist users with making
the appropriate selection

9DOLGDWH WK
FKDLQ SRSXOD
DFFXUDWHO\ E
SRVLWLRQ GDW
DSSURYDO SUR
VHOHFWLRQ
)DFXOW\ $1IDL
UHYLHZ LV SUH
SRSXORBWHG
.DUHQ /LQJ V
LQ WKH +5 )DF
$1IDLUV 5HSUH
ILHOG
BHOHFW 3HQG
DSSURYDO IUR
SHFUXLWPHQW

(

$ (DVW %D\ $SS
"RUNIORZ 2SWLR(

$00 DSSURYDO SUHI
GLITHUHQW VR SOH
FDUHIXOO\

6HOKHBWDFXOW\ 7H
7UDFN -RE $SSRIRY
WHQXUH WUDFN UH
25 (% )DFXOW\ /HFW
3RRO $SSURYDOHFV
SRRO UHFUXLWPHQ

ov
\Y,

DSSURSULDWH
FHVV

H 5GHSRUWV WR
W HV

DVHG RQ

D DQG

FHVV

UV

KRXOG EH
KOW\
VHQWDWLYH

[ QJ
b WK H
BWDWXV OLVW

URYDO
\Y

RFHVVHV DUH
DVH FKRRVH

QX UH
DO
FUXLWPHQWYV
XUHU

/XUHU

WV

—

[—

—r



6HW SHFUXLWPHQW 6WDWXV WR

3HQGLQJ $SSURYDO $

Note, not all users can
see the Recruitment
Status field. Visibility
based on assigned
permissions.

$GG WKH 5HTXLUHG
SWWDFKPHQWYV

IDYLIDWH WR WKH
'REXPHQWYV
SDJH

6HOHFW 'RFXPHQW IURP
D ILOH IURP OLVW

J)LOH 8SORDG
&OIBSMDRDGDIQGH

VHOHFW WKH ILOH \RX ZLVK

WR XSGRDG

&KDQJH WKH 'RFXPHQW
FDWHJRU\ WR
SHFUXLWPHQW
'REXPHQWYVY %

*LYH \RX ILO& D 7LWOH
&OIBBNYH DQG DGG
DOQRWWRUDWWDFK

DGGLWLRQDO GRFXPHQWYV

RU FODFN DQG
FORVH

SHTXLUHG 'RFXPHQWYV
6DYH RU 6XEPLW

$ UHTXLVLWLRQ QXPEHU ZLOO

EH DVVLIQHG ZKHQ D -RE

&DUG LV VDYHG RU VXEPLWWHG

IRU DSSURYDO

-RE &DUG B$BO

$IWHU $SSURYDO

J)DEXOW\ $IIDLUV ZLOO
FRPSOHWH WKH -RE
7THPSODWH $GYHUWLVLQJ
7TH[W DQG SRVW WKH
SRVLWLRQ

'



