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How to Create and Post a Temporary Hourly Job Posting
Job Postings are created to announce the approved opening of a Temporary Hourly position.

Temporary Hourly Job Announcements may be created by Initiators only.
Initiators may create new job postings using pre-populated Temporary Hourly templates, blank Temporary Hourly
templates, or previous Temporary Hourly postings, only. Position Descriptions in the TMS will not be utilized to
create Temporary Hourly position types. Instead, the posting announcement will serve as the official position
description.
Below are the steps in the creation, approval and posting of a Temporary Hourly job announcement.
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Initiating a Temporary Hourly Job Posting
1. Select the Applicant Tracking
module by clicking the three dots in
the top-left corner of the screen.

2. Select Initiator from the User
Group drop-down menu.
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Initiating a Temporary Hourly Job Posting (cont.)

1. Click on Postings in the top menu then select
Temporary Hourly from the drop-down options.

Note: Temporary Hourly Posting Templates houses the
prepopulated templates which can be used to create a
posting. Selecting this option will allow you to browse the
different template options. Ensure you navigate back to
‘Temporary Hourly’ when you are ready to create the
posting announcement.
If you have Temporary Hourly position that you frequently
hire for and wish to create a permanent Template, please
reach out to Tommy Crews in the Employment Office at
Thomas.Stanley.Crews@colostate.edu
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Initiating a Temporary Hourly Job Posting (cont.)

1. Click + Create New Posting
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Initiating a Temporary Hourly Job Posting (cont.)

Note: There are three options when creating
a Temporary Hourly posting announcement.

Create from Position Type
This allows you to create a
Temporary Hourly posting using a
blank template. The initiator will fill
in all required fields using their own
information. This option is great for
unique positions. See page (9) if you
click this option.
Create from Posting Template
This allows you to create a Temporary
Hourly posting using a pre-populated
template. Though templates provide a
great starting point, the initiator will be
able to make edits to postings created
from templates in order to tailor the
position to the department. This is a
great option if you are hiring a generic
Temporary Hourly position which fits
one of the created templates. See
page (7) if you click this option.
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Create from Posting
This allows the initiator to create a
Temporary Hourly posting using a
previously created posting. If you
select this option, information from
the selected posting will pull through
to this new posting where you will be
able to make edits if needed. This is
a great option if you make frequent
hires for the same position. See
page (7) if you click this option.

Initiating a Temporary Hourly Job Posting via a
Template/Posting

Note: If you selected, ‘Create from Posting Templates’
OR ‘Create from Posting’, you will be directed to the
Posting Template library OR to a list of your previous
postings where you will need to select which
template/posting to create your new posting from.

1. Select the template/posting you wish to use.
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Shortcut: Hover over the Actions button
associated with the template/posting
and select Create From.

Initiating a Temporary Hourly Job Posting via a
Template/Posting

1. Click Create Posting from this Posting Template (or
Create Posting from this Posting if you selected this option).
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Initiating a Temporary Hourly Job Posting – Settings Page

1. On the new posting’s Settings page, enter a Working Title for
the position. Once entered, scroll down to continue filling in page.
If you created a posting from a template/posting, a Working Title
will already be populated. You may update this if needed.

Note: If you have more than one
unit/department assigned to your
TMS profile, ensure you select
the correct Division,
Academic/Reporting Area and
Department for this position. If
the correct department does not
show up in your list, please reach
out to oeo@colostate.edu.
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Initiating a Temporary Hourly Job Posting – Settings Page

1. The Initiator may select as many or as few New Job
Alert categories as they feel necessary. Once a
selection is made and a job is posted, job seekers who
have subscribed to that specific category will be
notified of the new position (only if posted externally).
‘Temporary Hourly’ will automatically be selected as a
New Job Alert category, please do not uncheck this.

Note: The New Job Alert feature will allow job seekers
to subscribe to a daily system email containing a list of
jobs that have been posted to the CSU Jobs website.
The email notification will only contain jobs that fall into
one of the pre-selected job interest categories
identified by the job seeker. If no jobs are posted in the
selected categories on a particular day, the individual
will not receive a Job Alert email that day.
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Initiating a Temporary Hourly Job Posting – Settings Page

Note: For Temporary Hourly postings, please
do not update any of the below fields.
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Initiating a Temporary Hourly Job Posting – Settings Page
1. There are two way to collect job applicants for Temporary Hourly positions. If
the department wishes to use the TMS as their method for collecting applications,
please ensure the Accept online applications box is checked. This will allow
applicants to apply to the Temporary Hourly position on the CSU Jobs Website.
If the department instead wishes to collect applications via an alternative
method i.e., email, this box must be unchecked.

Note: The Special offline application instructions field is
the same field as the Special Instructions to Applicants
field found on the posting details page. Information
entered in this field on the settings page will also appear
in the field on the posting details page.
If you are collecting applications outside the system via
email, ensure you enter ‘how to apply’ directions either in
this field or the Special Instructions to Applicants field.
2. When ready, click Create New Posting
to continue to the Posting Details page.
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Temporary Hourly Posting - Posting Details

Note: Begin filling in the required fields found on the Posting Details page.
If you created the new posting from a template or previous posting, many
of these fields will already be filled in. Please review the information to
ensure it’s correct and if needed, make edits.

Note: The top Position Information section
will be filled in with pre-populated
information specific to Temporary Hourly
position types and cannot be edited.
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Temporary Hourly Posting - Posting Details
Note: The Position Location field will be prepopulated with ‘Fort Collins, CO 80523. If the
position’s location is different, please ensure
you update this field accordingly.
1. Fill in the Description of Work Unit field.
Typically, this information can be found on
the department’s website. If you created the
posting from a template or posting,
information may already be filled in. Please
review the information and make any needed
edits to ensure it matches the
department/unit.
2. Enter an email address for the Search
Contact. This should be the individual an
applicant will reach out to if they have any
questions about the position.

4. Fill in the Position Summary field. If you
created the posting from a template or
posting, information may already be filled in.
Please review the information and make any
needed edits to ensure it matches the
department/unit and open position.

14

3. Select the name of
the Applicant Manager. If
their name does not
show up, please contact
oeo@colostate.edu.
The Applicant Manager
is the individual who will
disposition applicants by
moving them in workflow
and requesting the hire
at the end of the search
process.

Temporary Hourly Posting - Posting Details
1. Fill in the Minimum and Preferred
Qualifications of the position. If you
created your posting from a template
or previous posting, qualifications
may already be filled in. Please note,
Temporary Hourly postings must
include both minimum and
preferred qualifications.

Note: Please ensure the qualifications are
appropriate for the position. For example, a
Temporary Administrative Assistant should
not list a Master’s degree as a minimum job
qualification.
If you have questions regarding your position’s
minimum and preferred qualifications, please
reach out Tommy Crews at
Thomas.Stanley.Crews@colostate.edu.

2. If you need to make edits
to the position’s working title,
you may do so in this field.
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TIP: To format the
qualifications with
‘bullets’, type * before
each qualification.

Temporary Hourly Posting - Posting Details
1. Enter the salary of the position. While a
salary range is suggested, a set hourly rate
may be used in place of a range for
temporary hourly positions where a range is
not appropriate.
2. Enter the Close Date for the posting. This
is the date the posting announcement will
pull down from the CSU Jobs website.
Please note, Temporary Hourly positions
must be posted for at least one (1) day,
but you may choose to advertise for more
time should you wish. If you select to only
post for one day, please ensure you select
the day after the posted day. For example, if
the position was posted on the 18 th, the close
date should be set to the 19 th meaning the
position will pull down from the CSU Jobs
Website at 11:59 PM on the 19 th.
3. Enter Special Instructions to Applicants.
This field should include information about
the required documents needed to apply.
Example: To apply, please submit a cover
letter that addresses the minimum and
preferred job qualifications, a resume, and
the contact information for three professional
references. References will not be contacted
without prior notification to applicant.
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Temporary Hourly Posting - Posting Details

1. Copy and paste a required Diversity
Statement from the options below and
add it to the Diversity Statement field.

2. Scroll down to the bottom of the Posting Details page and
click Save and Continue when you are ready to move forward.
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Temporary Hourly Posting – Essential Job Duties

2. When you are ready to move
forward, click Save and Continue.
1. Enter the Essential Job Duties of the
position on this page. At least one duty is
required. If you created the position from a
template or previous posting, information
may already be filled in. Please review this
information to ensure it’s correct.

Note: To remove an Essential Job
Duty entry, check the Remove
Entry button then click Save.
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Temporary Hourly Posting – Applicant Documents

Note: On the Applicant Documents page, select the documents
applicants will need to attach to their applications when applying to the
job posting. Please ensure the documents match what’s stated in the
Special Instructions to Applicants field. Documents are categorized as
‘Not Used’, ‘Optional’ or ‘Required’. You can mark specific documents
as Optional or Required based on the needs of your job search.

Note: You can reorder the documents
by typing in a number in the Order box
OR by dragging and dropping the
document into your desired order.
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1. When ready, click Save and Continue.

Temporary Hourly Posting – References

Note: This tab is used to collect reference
contact information. If you choose to collect
references through the system (using this tab)
ensure you remove ‘List of Professional
References’ as a required applicant document.

1. Enter the minimum and
maximum number of references.

2. When ready, click Save and Continue.
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Temporary Hourly Posting – Posting the Position
IMPORTANT: The posting process involves TWO STEPS.

Scenarios:
1. Department wishes to post externally to collect external job applications
TMS Actions: Post Externally (move to Posted) → Add to the Internal Job Board

1. When you are ready to post the position,
hover over the Take Action On Posting button.

2. Department wishes to post internally so that the posting is only viewable to current CSU
employees
TMS Actions: Post Internally (move to Approved - Internal) → Add to the Internal Job Board.
Please note: Posting Internally (move to Approved – Internal) does not automatically add a
posting to the internal job board. Instead, a posting in the ‘Approved – Internal’ workflow state is
only accessible via a direct link and is not ‘searchable’, even on the internal job board. Therefore,
the department must also post internal postings to the internal job board to ensure potential internal
applicants can view and access them.

Note: The posting Summary page displays all previous pages and their information. In
addition, new links appear access the top: History (all transactions associated with the
posting), and Settings (which department the posting resides in, new job categories and
other information,). To access these areas, simply click on the tab.

2. In the drop-down menu below, you can either select Post
Internally (move to Approved – Internal) OR, Post Externally
(move to Posted).
Please note, if the department wishes to collect applications
from a broader applicant pool, select Post Externally from this
drop-down menu. You will meet the internal posting requirement
by adding this to the internal job board shown on the next page.
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Temporary Hourly – Adding the Posting to Internal Job Board

** PELASE NOTE, THE POSTING PROCESS IS NOT YET COMPLETE **
1. Even though the posting has now transitioned in workflow (either to
Approved – Internal or Posted) the initiator posting process is not yet
complete!

The internal or external posting must now be added to the Internal Job
Board. Please note that moving a posting to ‘Approved – Internal’ does not
automatically add the position to the internal job board.

1. To finalize the process, hover over the Take Action On
Posting button and select Post to Internal Job Board.
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Temporary Hourly – Position Added to Internal Job Board

Note: When you see the banner ‘Posting has been published to
the Internal Job Board’, the posting creation process is complete.
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Next Steps
At this point in the process, the Temporary Hourly position is now posted on the CSU jobs website, either
internally or externally, and will collect applications until the Close Posting Date.
After the Close Posting Date, the posting will pull down from the CSU Jobs website. At that point, the
department will begin their review of applications. Once they have conducted their review and have made
a final hiring decision, the Applicant Manager will move applicants in workflow, dispositioning those not
moving forward into ‘Candidate Not Selected’ and moving their selected candidate into ‘Hired’.
Please note, only Applicant Managers can view and move applicants in workflow. For additional
help on how to move temporary hourly applicants in workflow and complete the hire in Oracle,
please see this guide.

Once all applicants are moved into a final workflow state, the department will submit an Oracle action to
finalize the hire just as they normally would when hiring Temporary Hourly (Non-student hourly) positions
via the old process.
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