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INTRODUCTION 
 
Welcome to The University of Alabama online Position Description and Staff Recruitment System.  
The Human Resources (HR) department has implemented this system in order to automate many 
of the paper-driven aspects of the Position Description development and Staff Recruitment 
processes. 
 
You will use this system to: 
 
• Create and maintain position descriptions 
• Create and submit job posting requisitions for recruitment 
• View applicants and their information 
• Notify HR of your decisions regarding the status of each applicant 
• Notify and obtain approval for hiring decisions/job offers 
 
The system is designed to benefit you by facilitating: 
 
• Faster processing of position descriptions and staff recruitment information 
• Up-to-date access to information regarding all of your position descriptions and posting 

requisitions 
• More detailed screening of applicants’ qualifications – before they reach the interview stage   
 
The HR department has provided these training materials to assist with your understanding and 
use of this system.   
 
Your Web Browser 
 
The system is designed to run in a web browser over the Internet.  The system supports browser 
versions of Netscape 4.7 and above and Internet Explorer 4.0 and above.  However some of the 
older browser versions are less powerful than newer versions, so the appearance of certain 
screens and printed documents may be slightly askew. Please notify the system administrator of 
any significant issues that arise. 
 
The site also requires you to have Adobe Acrobat Reader installed.  This is a free download 
available at www.Adobe.com.  For assistance in downloading Adobe Acrobat Reader, contact 
your system administrator. 
 
It is recommended that you do not use your browser's "Back", "Forward" or "Refresh" buttons to 
navigate the site, or open a new browser window from your existing window. Using these buttons 
may cause unexpected results, including loss of data or being logged out of the system. Please 
use the navigational buttons within the site. 
 
The site is best viewed in Internet Explorer 5.5 and above.  
 
Security of Applicant Data 
 
To ensure the security of the data provided by applicants, the system will automatically log 
you out after 60 minutes if it detects no activity.  However, anytime you leave your computer 
we strongly recommend that you save any work in progress and logout of the system by clicking 
“Logout” located on the left hand side menu. 
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GETTING STARTED 
 
http://jobs.ua.edu/hr 
 
You may access the “login screen” by navigating to http://jobs.ua.edu/hr.  After entering the 
URL, the “login screen” for the system will appear and should be similar to the one shown below: 
 

 
 
Please login to the system using your assigned User Name and Password.   
 
If you do not have a user name and password assigned, please create an account by clicking 
“Create User Account" located on the left hand side menu.  After clicking this link, a screen 
similar to the one shown below will appear: 
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Enter a user name and password, along with the rest of the requested information.   
 
There is a 2-pane box on the create user screen.  If you will need to access certain organizational 
numbers, those numbers should be listed on the right hand side pane.  To do this, highlight the 
organizational number(s) from the left hand side pane titled “Not Selected” and click “>” to add 
the number to the right hand side pane titled “Selected”.  Continue this process until all 
organizational numbers that you will need access to appear on the right hand side.   
 
If an organizational number was added to the right hand side pane in error or if an organizational 
number should be deleted, highlight the number and click “<” to remove the number. 
 
For “Type of Account” please select the type of account you need, position description or 
requisition.  If you will be working with both position descriptions and requisitions please select 
“Both”. 
 
Note:  Fields with an Asterisk (*) are required.  If you do not include the information you will 
receive an error message and will not be able to continue.  In order to continue processing your 
user account request the required information will need to be completed. 
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Please write down your user name and password.  You will need them each time you log 
on to the system. 

After completing this form, click “Continue”, and you will be asked to review your information.  
After you have reviewed it, click “Submit”.  Your request will be submitted to HR, who will 
approve or deny your account.  Once HR notifies you that your request has been accepted you 
will then be able to log on to the system with your user name and password.   
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SEARCHING CLASSIFICATIONS 
 
A Classification is a title used by HR to group positions with similar duties, functional 
responsibilities, and levels of accountability. 
 
ALL positions in the system will be based off of a classification. To review all classification titles in 
the system before starting your position description request, click “Search Classifications” located 
on the left hand side menu: 
 

 
 
After clicking this link, a screen similar to the one shown below should appear: 
 

 
You may use any field to search for a classification title, and click “Search”.  It is recommended to 
ONLY search by one criterion in order to be successful in your search.  To review ALL 
classification titles do not select a search criterion.   
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The table, as shown below, will display the classification title selected from above: 

 
 
You may review the details of the classification title by clicking “View” or “View Summary” 
 

 
Note:  The view summary will open a separate window. 
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Now that you have selected your classification title, you can create a position description.  If you 
do not find a suitable classification title when creating a position description please use the title 
“Undecided” and HR will work with you on an appropriate title during the evaluation process. 
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POSITION DESCRIPTION ACTIONS 
 
TIP: Certain fields you enter on the position description will appear on the applicant site exactly 
as you enter them when recruiting for a vacancy, so please proofread your information carefully 
and check your formatting.  
 
On this screen, you will select the type of position description action that you will be completing. 
 

 
 
Position description options are broken down into different actions in the online system.   
 
• New Position Description (brand new position number) 
• Reclassify Existing Position Description (request for evaluation of current grade or status) 
• Modify Existing Position Description (update of an existing position) 

 
To begin a position description action, click “Begin New Action” located on the left hand side 
menu under the section “Position Description”.   
 

 
 
Your action choices will then appear (as shown in the screen above).  Select the appropriate 
action by clicking “Start Action” to initiate your request. In the following example, “New Position 
Description” was selected. 
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Selecting a Proposed Classification Title 
 
On this screen, you will select a classification title for the position you are creating. 
 

 
As shown above, there are several tabs across the top of the screen. When you first enter this 
screen, you will be in the “Proposed Classification” tab.  This screen allows you to select a 
specific classification title for the position description being created (i.e. Office Associate II, 
Program Assistant, etc.).  
 
Select the desired classification title for this position description. You may search the available 
classification titles using the search feature. If you are unsure about what classification title to 
select the classification title "Undecided". 
 
Information pertinent to the classification title will be replicated into the appropriate fields on the 
“Position Details” tab (i.e. position class code, FLSA code, EEO code, job summary, required 
minimum qualifications, etc.).  If you wish to view the information contained within the 
classification title prior to the selection you may click “View Summary”. 
 
In the screen as shown below, the classification title selected is “PeopleAdmin Training Job Title”. 
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Once a classification title has been selected click “Select Title and Continue”.  If the classification 
title selected isn’t the one you want to use, you may change the classification title by clicking 
“Change Classification” and going back through the search process.  Once the classification title 
has been selected click “Continue to Next Page” to go to the next tab, “Copy Position”.  
 

 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your position description for completion at a later date or to send for approval.  
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Copying an Approved Position Description 
 
On this screen, you can replicate an approved position description (i.e. RN’s LPN’s, facility 
positions, etc.).   Use any of the fields listed as search criteria to locate the existing position 
description you want to make a copy of and click “Search”.  
 

 
 
Once you click search, you should see a screen similar to the one shown below. You will click 
“Select Title and Continue”. After you click this option, you may continue through each tab of the 
position description and modify any of the fields that are copied in from the position.  If you wish 
to view the information contained within the position description prior to the selection you can 
click on “View Summary”. 
 

 
 
After clicking “Select Title and Continue” you will be directed to the “Position Details” page. 
 
Note: Even though you are copying a position description you may still modify the content by 
going to the appropriate tab/section and making the necessary changes. 
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To continue with creating your new position description without copying, select "DO NOT 
CHOOSE POSITION, CONTINUE TO NEXT PAGE>>."  This will take you to the next tab, 
“Position Details”. 
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Position Details 
 
The information on the position details tab will be core information used by HR in classifying the 
position description. 
 

 
 
A few notes about this screen: 
 

1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an 
error message will appear.  In order to continue processing the position description the 
required information will need to be completed. 
 

2. VERY IMPORTANT:  A position description is Not Saved until you have completed the 
final step of the process by clicking “Confirm” on the final summary page.  If you log out 
or click on another link before completing these steps, none of the information you have 
created or edited will be saved.   
 
It is recommended that you click “Save and Stay on This Page” on each tab in order to 
save your information. 
 

 
 

3. There are certain fields throughout the position description that require specific formatting 
(i.e. FOAP, email addresses, phone numbers, etc.).  If the system identifies a formatting 
error you will receive an error message and will not be able to continue.  In order to 
continue completing the position description the formatting error will need to be corrected. 
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4. There is a 2-pane box on the position details tab.  If the position description will need to 
be accessed by individuals with a Supervisor or Hiring Manager user status, the name of 
these individuals must be selected from the left hand side pane list.  If a name does not 
appear, the individual should request access to the online system through “Create User 
Account” or by contacting the Recruiting Department. 
 

 
 
After highlighting the appropriate name from the left hand side pane titled “Not Selected”, 
click “>” to add the name to the right hand side pane titled “Selected”.  If a name was 
added to the right hand side pane in error or if a name needs to be removed, highlight the 
name and click “<”. 
 

5. You may copy and paste from another document; however, the formatting may be 
affected due to the transfer of information.  Before continuing to the next tab be sure to 
check that your formatting is correct. 

 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your position description for completion at a later date or to send for approval.  
 
Once the information has been completed on the “Position Details” tab, you may click “Continue 
to Next Page” to go to the next tab, “Proposed Job Duties”. 
 
It is also important to note that you may click “Preview Action” located at the top or bottom of the 
screen at any time in order to save your position description for completion at a later date or to 
send for approval. 
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Proposed Job Duties 
 
On this screen, you will enter the essential and marginal job duties assigned to this position and 
estimate the percentage of time given to each duty.   
 
Essential Functions are job duties, which a position incumbent must be able to satisfactorily 
perform, with or without reasonable accommodation, in order to be an effective employee. 
 
Marginal Functions are job duties that are relatively incidental to the reason for the job’s 
existence.  These duties could be assigned elsewhere without causing significant problems.  The 
duty has to be accomplished, but it can be done by another employee or position. 
 
To begin entering a duty, click "Add New Entry".  
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After clicking “Add New Entry”, you should see a screen similar to the one shown below:  
 

  
 
You will be able to add as many duties as needed for this particular position; however, the system 
requires a minimum of two entries.  For each duty you include, you will provide a description of 
the duty, indicate whether the duty is essential or marginal for the performance of the position, 
and the estimated percent of time spent performing the duty.  The system will add the percent of 
time for each duty and display a total percent of time on the main proposed job duties tab.  After 
all of the job duties have been completed, the “Percent of Duty Total” should equal “100”.  
 
Note:  You may copy and paste from another document; however, the formatting may be affected 
due to the transfer of information.  Before continuing to the next tab be sure to check that your 
formatting is correct. 
 
Once you have completed entering your duties, you’ll see a screen similar to the one shown 
below:   
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To edit an existing entry, click “Edit”, make the appropriate change, and click “Save Changes”.  
To delete an entry, click “Delete”, and click “Delete Entry”. 
 
Once the information has been completed and reviewed on the “Proposed Job Duties” tab, you 
may click “Continue to Next Page” to go to the next tab, “Testing, Licenses & Background 
Verification”.   
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your position description for completion at a later date or to send for approval.  
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Testing, Licenses, & Background Verification 
 
On this screen, you will select any testing, licenses or background verification requirements for 
the position.  This information will be reflected in the requisition for future recruitments.  If you 
have any questions regarding what requirements would be appropriate for the position please 
contact the Compensation and Classification Specialist. 
 

 
 
 
Once the information has been completed and reviewed on the “Testing, Licenses & Background 
Verification” tab, you may click “Continue to Next Page” to go to the next tab, “Fiscal 
Responsibilities”. 
 
For further information regarding the University’s MVR Policy, Pre-Employment Background 
Investigation Policy and Pricing, and Drug Testing Policy please refer to HR’s website at 
http://hr.ua.edu/. 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your position description for completion at a later date or to send for approval.  
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Fiscal Responsibilities 
 
On this screen, you will indicate if the position has any fiscal responsibilities. 
 
If this position has fiscal responsibilities select the appropriate range from the drop down menu 
which indicates the size of the budget.  If this position does not have fiscal responsibilities select 
“None”.    
 
Select the appropriate statement that describes this positions responsibility.  If this position does 
not have fiscal responsibilities select “No Fiscal Responsibility”. 
 

 
Once the information has been completed on the “Fiscal Responsibilities” tab, you may click 
“Continue to Next Page” to go to the next tab, “Supervisory Scope”. 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your position description for completion at a later date or to send for approval. 
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Supervisory Scope 
 
On this screen, you will indicate all, if any, categories of supervisory responsibility by staff/student 
type, degree of responsibility, and number of individuals supervised. 
 
For each staff type this position supervises, click “Edit” and complete the required information. 
 

 
 
Select the “Degree of Authority”, as shown in the screen below, which best represents the level of 
supervisory responsibility this position has over this staff type and indicate the number of staff 
supervised.  Click “Save Changes”. 
 
Note:  The default for each staff type is “No Authority or responsibility for supervision”.  If the 
position has no supervisory authority, make no changes and continue to the next tab, 
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Click “Done” when you are finished. 
 

 
 
To edit an existing entry, click “Edit”, make the appropriate change, and click “Save Changes”. To 
delete an entry, click ‘Edit”, select “No Authority or responsibility for supervision”, remove the 
numerical value from the number supervised text box and enter “0”, and click “Save Changes”.  
Be sure you click “Save Changes” to save all edits.  
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Once the information has been completed on the “Supervisory Scope” tab, you may click 
“Continue to Next Page” to go to the next tab, “Physical Demands”. 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your position description for completion at a later date or to send for approval. 



 
 
 

Page | 24  
 

Physical Demands 
 
On this screen, you will enter the essential physical or lifting demands, as well as any 
environmental or hazardous conditions required of this position on a regular basis.  The physical 
or lifting demands indicated on this screen should correspond with the essential functions of the 
position as indicated on the proposed job duties tab. 
 

 
 
Once the information has been completed on the “Physical Demands” tab, you may click 
“Continue to Next Page” to go to the next tab, “Supplemental Documentation”. 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your position description for completion at a later date or to send for approval. 
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Supplemental Documentation 
 
On this screen, you can attach any additional documentation that contains other significant 
information unique to this position not described in the position description. 
 
You may have additional documentation to support your position description request.  For 
example, justification memos or organizational charts may be requested when creating or 
modifying a position description.  You may attach a particular document by clicking “Attach” next 
to the document type that you want to attach to your position description. 
 
Organizational Table 
 

 
 
Once you have selected the document type you wish to upload (by clicking “Attach”) you will have 
2 options: 
 

• You may browse for the file if you have it stored on your computer in one of the following 
formats: 
 

o Adobe Acrobat 
o Microsoft Word 
o Microsoft Excel 

 
• You may copy and paste and/or type text into the large text area at the bottom of the 

screen if you do not have your document in one of the above formats or if you do not 
have your document saved on your computer. 
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A link to “Form C” for the organizational table has been provided.  To access the chart, click 
“Organizational Table”, complete the information and save it to your hard drive or other 
appropriate location.  You can attach the saved file by following the above instructions under 
supplemental documentation. 
 
Once the information has been completed on the “Supplemental Documentation” tab, you may 
click “Continue to Next Page” to go to the next tab, “Comments”. 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your position description for completion at a later date or to send for approval. 
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Comments 
 
On this screen, you can provide additional information to approvers or HR that is not covered in 
the position description details  
 

 
 
Comments made in this section can be viewed by all approvers.   
 
Once the information has been completed on the “Comments” tab, you may click “Continue to 
Next Page” in order to view your position description, print a copy of your position description, 
make additional edits to your position description or begin routing your action for further approvals 
and review as shown in the screen below. 
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Submitting the Position Description 
 
After clicking “Continue to Next Page” you should see a screen similar to the one below.  Scroll 
down through this screen to review the information you entered. 
 

• If you wish to make additional edits to your position description, click “Edit”  
• If you wish to print a copy of your position description, click “Printer-Friendly Version”. 
• If you wish to save your position description and return later for completion, select “Save 

Action Without Submitting”. 
• After reviewing the position description, the final step is to select the next level of 

approval (i.e. submit action to supervisor, submit action to director/dept, etc.) and click 
“Continue” at the top or bottom of the page to go to the confirmation page. 

 
On the confirmation page click “Confirm”. 
 
Your position description will not be saved or submitted until this step has been 
completed. 
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OTHER POSITION DESCRIPTION ACTIONS 
 
Reclassify Existing Position Description and Modify Existing 
Position Description 
 
Other than creating a new position description in the system, most actions will be updates to 
existing position descriptions.  Changes may include: 
 

• Reclassify Existing Position Description – Use this action to request an evaluation of an 
existing position’s grade (up or down) or status due to a significant change in job scope 
and/or responsibility; OR 
 

• Modify Existing Position Description – Use this action to request an update of an existing 
position.  No change in grade or status is being requested. 

 
In order to begin, select the action that is most appropriate and click “Start Action”. 
  

 
 
Once you have started your action, you must locate the existing position description you wish to 
modify or reclassify by using one of the search criteria.  It is recommended to ONLY search by 
one criterion in order to be successful in your search.  To review ALL position descriptions in your 
assigned organizational numbers do not select a search criteria. 
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Once you have located the position description you would like to update, click “Start Action” 
below the position title.   
 

 
 
After clicking “Start Action” you will make the needed changes on the appropriate tab(s), which 
include a reclassification or modification justification and follow the remaining steps as with a new 
position description. 



 
 
 

Page | 32  
 

Search Actions 
 
You may search for a position description action within your assigned organizational number(s), 
as it is moving through the approval process or ones that you have saved and not submitted for 
approval. To review position description actions in the system, click “Search Actions” located on 
the left hand side menu: 
 

 
 
You may use any of the search criteria to locate your position description action.  You may also 
click “Check All” to view all position descriptions and their pending statuses or click “Clear All” and 
select on the specific status you are looking for. 

 
 
The “Status” column in the search table shows you what the current status is for this action. A 
sample screen is shown below. 
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Once you have searched for a request, you may click “View” or “View Summary” under the 
position description title; however, you may only edit a position description if it is at your approval 
level.  If the position description has been submitted to another approval level, you will be unable 
to make edits to the description. 



 
 
 

Page | 34  
 

Pending Actions  
 
The Pending Actions table may display all position descriptions within your assigned 
organizational number(s) that are “Saved Not Submitted”, “Returned to Submitter” or awaiting 
your approval.  To review position description actions pending your approval by clicking “Pending 
Actions” located on the left hand side menu: 
 

 
 
Click on “View” to open the position description for review, edit or submit to the next approval 
level. 
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Search Positions 
 
You may search for all approved position descriptions within your assigned organizational 
number(s) by using “Search Positions” located on the left hand side menu. 
 

 
 

 
You can use any field listed in the criteria to search for your approved job description. The results 
table will allow you to view the summary or history of the position at any time. It is recommended 
to ONLY search by one criterion in order to be successful in your search.  To review ALL position 
descriptions do not select a search criterion.   
 

 
 
You can view the position description by clicking “View Summary” or the history by clicking “View 
History”. 
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CREATING A REQUISITION 
 
To create a Requisition, click “From Position” under “Create Requisition” located on the left hand 
side menu. After clicking this link, you should see a screen similar to the one shown below: 

 

 
 
You may use any field to search for a position description within your assigned organizational 
number(s) and click “Search”.  It is recommended to ONLY search by one criterion in order to be 
successful in your search.  To review ALL positions descriptions do not select a search criterion.   
 
You may view the position description before creating a requisition by clicking on “View 
Summary” located under the classification title or you may begin the requisition process by 
clicking “Create.  

 
 
In order for you to create a requisition there must be an approved position description for that 
position in the online position description module.  It is VERY IMPORTANT that you create a 
requisition from the correct position description.  Please verify the position number before 
proceeding.  If you have any questions please contact the Compensation and Classification 
Specialist or the Recruiting Department. 
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Posting Details 
 
After clicking on the position description you want to use, you should see a screen similar to the 
one shown below: 

 
 
When you first enter this screen, you will be in the “Posting Details” tab.  Several fields on this 
screen are replicated from the position description.  You will not be able to edit this information.   
 
If there is inaccurate information on the posting details screen please cancel out of creating the 
requisition and submit a modified position description to HR.  After the modified position 
description has been approved by HR you will then be able to create a requisition for posting. 
 
A few notes about this screen: 
 

1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an 
error message will appear.  In order to continue processing the requisition the required 
information will need to be completed. 
 

2. VERY IMPORTANT:  A requisition is Not Saved until after you have completed the final 
step of the process, clicking “Confirm” on the final summary page.  If you log out or click 
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on another link before completing these steps, none of the information you have edited 
will be saved.  It is recommended that you click “Save and Stay on This Page” on each 
tab in order to save your information. 
 

 
 

3. There are certain fields throughout the posting details that require specific formatting (i.e. 
FOAP, email addresses, phone numbers, etc.).  If the system identifies a formatting error 
you will receive an error message and will not be able to continue.  In order to continue 
completing the posting details the formatting error will need to be corrected. 
 

4. You may copy and paste from another document; however, the formatting may be 
affected due to the transfer of information.  Before continuing to the next tab be sure to 
check that your formatting is correct. 

 
TIP: Certain fields you enter on the position description will appear on the applicant site exactly 
as you enter them when recruiting for a vacancy, so please proofread your information carefully 
and check your formatting.  
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Posting Details Section Information 
 
 
Section I: Job Information 
 
The majority of the information in this section will be pulled from the approved position 
description; however, there are still several fields which are required and need to be completed 
before proceeding to the next section.  If you have any questions regarding any of the fields 
within this section please contact the Recruiting Department. 
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Section II: Department Recruitment Contact Info 
 
The information contained within this section is the contact information for the individual either 
creating the requisition or the appropriate Hiring Manager.  In addition, if there is another contact 
name additional space has been provided. 
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Section III: Search Instructions 
 
The information contained within this section indicates when you want your posting to open and 
close, the type of search you will be conducting, any comments to applicants and special 
instructions to HR.   
 

 
 
Note:  Guidelines regarding advertising and posting requirements and general hiring practices 
can be located on HR’s website at http://hr.ua.edu under Manager Resources.  If you have any 
additional questions please contact the Recruiting Department or your HR Partner. 
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Section IV: Search Plan 
 
The information contained within this section indicates what your search plan will be for this 
position.  The type information needed for this section includes whether or not you will post the 
recruitment outside of UA’s website, where and when the posting will be placed, and a copy of 
the employment ad. 
 
If a search committee will be formed, information regarding the members of the committee should 
be included. 
 

 
 
Note:  Guidelines on advertising and posting requirements, advertising resources, general hiring 
practices, guidelines for search committees can be located on HR’s website at http://hr.ua.edu 
under Manager Resources.  If you have any additional questions please contact the Recruiting 
Department or your HR Partner. 
 
You can find additional information and resources regarding conducting effective searches, listing 
of affirmative action coordinators, recruitment resources/tools/guidance and other items on the 
website of the Office of Equal Opportunity Programs at http://eop.ua.edu.   
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Section V: Hiring Manager Certification 
 
This section is certifying that the information contained within the requisition is accurate and that 
the hiring manager has read the Notice to Recruiters and agrees to follow The University of 
Alabama’s hiring procedures as well as all applicable laws. 
 

 
If a search committee has been formed, a copy of the Notice to Recruiters should be given to 
each committee member for review and they should review the PowerPoint presentation for 
“Conducting Effective Searches” located on the Office of Equal Opportunity Programs website at 
http://eop.ua.edu. 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your requisition for completion at a later date or to send for approval. 
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Notice to Recruiters 
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Screening Questions and Points 
 
Posting specific (screening) questions are questions that can be used to qualify or disqualify 
candidates, or rank applicants based upon a score.  You may view the questions associated with 
the position by clicking on the tab titled “Req Level Questions”.  You may also click on the tab 
titled “Points” to view whether or not a question is disqualifying or if points have been assigned in 
order to rank applicants. 
 
Disqualifying questions are based on the required minimum qualifications and any additional 
department required minimum qualifications which were established at the time the position 
description is created and approved. 
 
To rank applicants by objective criteria points may be assigned to non-disqualifying questions.  
HR assigns points to the closed-ended questions.  Open-ended questions do not have points 
assigned to them; therefore, they will not appear on this screen. 
 
Note:  ONLY HR can make changes to these tabs. 
 
After reviewing the tabs titled “Req Level Questions” and “Points” click “Continue to Next Page”. 
 
If you have any changes or additions that need to be made please contact the Compensation and 
Classification Specialist or the Recruiting Department.    
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 Activating Guest Users 
 
If your requisition involves a search committee, you may set up a special account that will be 
used by members of the committee so they can log in to the system and view the applicants who 
have applied to this requisition and any attached documents. 
 
Guest users are only able to view the applicants and attached documents to the requisition(s) to 
which they are assigned, and are not permitted to take action on any of the applicants nor the 
requisition.  When the requisition is filled, the guest user name and password are automatically 
deactivated.   
 
To set up a guest user account, click "Activate Guest User".   
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After clicking “Activate Guest User”, you should see a screen similar to the one shown below:   
 

 
 
The system automatically assigns a user name for the requisition (which will be GU####).  You 
will need to enter a password, which must be between 6 and 20 characters.  
 
Please record this user name and password and notify the appropriate search committee 
members. 
 
After entering a password for the guest user, click “Continue to Next Page” to go to the tab titled 
“Notes/History”. 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your requisition for completion at a later date or to send for approval. 
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Notes and History 
 
You may review the history of a requisition at any time by going to the tab titled “Notes/History”.  
This page contains the electronic signature of approvals for the posting. Each approver will 
electronically sign the posting when it is saved or moved forward in the approval process. 
 

 
 
After reviewing the tab titled “Notes/History” click “Continue to Next Page” or “Preview 
Requisition” to continue to the final step.   
 

 
 
Note: It is recommended to click “Save and Stay on this Page” before continuing to the next tab in 
order to save your requisition for completion at a later date or to send for approval. 
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Submitting the Requisition 
 
After clicking “Continue to Next Page” or “Preview Requisition” you should see a screen similar to 
the one shown below.  Scroll down through this screen to review the information you entered. 
 

 
 
The last step is to select the next approval level and click “Continue” either at the top or the 
bottom of this page.   
 
Clicking “Continue” will take you to the following confirmation page: 
 

 
 
The text describes the change that is to be taken, and asks you to confirm that is the action you 
want to take.  
 
The details of your requisition are NOT SUBMITTED until you complete this step. 
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VIEWING REQUISITIONS 
 
Underneath the Job Postings heading on the left hand side menu, you are presented with the 
options “View In Process”, “View Pending” or “View Historical” Requisitions. 
 

 
 
View In Process:  Requisitions that are “In Process” are either:  
 

• currently posted on the applicant site, or  
• no longer posted but contain applicants still under review  

 
Note:  The system will automatically default to this screen when you log in to the online 
system. 

 
View Pending:  Requisitions that are “Pending” are either:  
 

• waiting for approvals or final review by HR 
• approved by HR but not open on the applicant site 

 
View Historical:  Requisitions that are “Historical” are: 
 

• Filled and are no longer listed on the applicant website 
 
To view the details of a specific requisition, including the description and the applicants to that 
requisition, click on “View” below the relevant title.   
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VIEWING APPLICANTS 
 
You will notice the posting data is divided into tabs, listed across the top, starting with 
“Applicants”.  The first tab lists the applicants who have applied to this requisition. Additional 
information is also provided on this screen, including their date applied, status, etc.   You may 
click through the other tabs at the top of the screen to view more details about the requisition.  
 

 
 
 
From the screen shown above you may perform a number of tasks, including: 
 
• Sort and view applicants by different criteria 
• Print applications and documents 
• Change an applicant’s status 
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Sorting & Filtering Applicants by Different Criteria 
 
To sort applicants by Name, Date Applied, etc., click the arrow (triangle) at the top of the data 
column you wish to sort.  The order in which applicants are displayed will change accordingly. 
 

 
 
You may choose to show Active Applicants, Inactive Applicants, or both.  This is performed by 
checking the boxes next to “Active Applicants” (active Applicants are those still under review) and 
“Inactive Applicants” (inactive Applicants are no longer under review).  Click “Refresh” to refresh 
the screen. 
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 Viewing and Printing Applications  
 
To view and print an application, click "View Application" under the applicant’s name from the 
"Active Applicants" screen as shown below. 

 
 
After clicking on this link, a screen similar to the one shown below will appear in a new browser 
window.  It may take a few moments for the information to load into the new window.  
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Select File > Print from your browser’s menu to print the application.  
 
To close the window, click "Close Window", or click the “X” in the upper right-hand corner of the 
window (this will NOT log you out of the system – it will simply return you to the list of Applicants 
on the “View Applicants” screen). 
 
To view and print multiple applications at the same time, perform the following steps: 
 

1. Check the boxes next to the corresponding applicants whose applications you wish to 
print (or click “All/None”). These boxes are located on the right side of the page 

2. Click “View Multiple Applications”. 
3. A new window will appear (it may take several moments to load). This window contains 

all the applications you selected to print.   
4. Select File > Print from your browser’s menu to print the application(s). 

 
 
 



 
 
 

Page | 58  
 

Viewing and Printing Documents 
 
This process is very similar to printing applications, except the documents appear in the Adobe 
Acrobat Reader software.  This is done to preserve the integrity of the documents’ formatting, and 
to assist in preventing viruses from entering the system via documents attached by applicants. 
 
To view and print a document (such as a resume or cover letter) that the applicant attached click 
the link of the document (i.e. “Cvr Ltr”, “Res”, “Ref”, “Other”) under the column labeled 
“Documents” from the "Active Applicants" screen as shown below.  

 
 
After clicking the link, a new window will appear (it may take several moments to load) in Adobe 
Acrobat Reader. This window contains the document for the applicant you selected to print.  
Select File > Print from the Adobe Acrobat Reader menu to print the document.   
 
To close the window, click on the “X” in the upper right corner of the window (this will NOT log 
you out of the system – it will simply return you to the list of applicants on the “View Posting” 
screen). 
 
To view and print multiple documents at the same time, perform the following steps: 
 

1. Check the boxes next to the corresponding applicants you wish to print (or click 
“All/None”). These boxes are located on the right side of the page. 

2. Click “View Multiple Documents”. 
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3. Select File > Print from the Adobe Acrobat menu. 
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Changing the Status of Applicants  
 
While in the active applicants display screen, you can change the status of applicants as you 
review their applications.  
 
To change the status of one applicant, click “Change Status” under the status column in the row 
corresponding to the applicant (see screen shown below). 
 
To change the status of multiple applicants at the same time, check the box below the “All/None” 
column for each applicant that you wish to change (or click “All/None”), and then click “Change 
Multiple Applicant Statuses”.   
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After clicking “Change Multiple Applicant Statuses”, a screen similar to the one shown below will 
appear: 
 

 
 
Under the “Status” column there is a drop down menu of the different statuses an applicant could 
be changed to.  Select the new status for each applicant, and then click “Continue to Confirm 
Page”. To reset the statuses to their original values, click “Reset to Original Status“. To return to 
the previous screen, click “Cancel”.  
 
You may also change all selected applicants’ statuses at the same time, to the same status, by 
using the “Change For All Applicants” feature at the top of the screen.  After setting all applicants’ 
statuses using the “Change For All Applicants” feature, you can change individual applicant 
statuses below.   
 
After clicking “Continue to Confirm Page”, you will come to a confirmation page.  Click “Save 
Status Changes” to complete the action as shown in the screen below. 
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ADMINISTRATIVE FUNCTIONS 
 
Changing Your Password 
 
To change your password, click “Change Password” on the left hand side menu, and enter the 
required information.  Click “Submit Password Change” and your request will be updated 
automatically. 
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Changing Your Default View 
 
Be sure each time you log in, you are confirming your default view. There are two views: 
 
User View 
Department View 
 
If you are logged in with User View, you may not be able to see all positions in your assigned 
organizational number(s). This view is limited to only display positions you are attached to as a 
Hiring Manager.  
 
If you are logged in with Department View, you should see all positions within your assigned 
organizational number(s). To determine which view you are logged in with, look at the top of the 
screen and there will be a screen similar to the one shown below: 
 

 
 
To change your default view click “Change Default View” located on the left hand side menu: 
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After clicking “Change Default View” a screen similar to the one shown below should appear: 
 

 
 
After making your selection click “Change for this Session” or “Change for future Sessions”. 
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Logging Out 
 
To ensure the security of the data provided by applicants, the system will automatically log 
you out after 60 minutes if it detects no activity.  However, anytime you leave your computer 
we strongly recommend that you save any work in progress and Logout of the system by clicking 
on the logout link located on the bottom left side of your screen. 
 

 


