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When is a Promotional Announcement Posting required? 

Anytime a position description is modified for a current employee to add expanded duties, and/or title 

change and/or a new salary, a Promotional Announcement Posting is required after the modification is 

finalized. This means that all position modifications (that don’t result in an AAR) need to have an 

accompanying Promotional Announcement Posting. 

If you need additional help determining the new system/process requirements for ‘promotions’, please 

see this table listing different promotional scenarios. 

The following flowchart shows the simplified promotional announcement posting approval workflow. 

https://oeo.colostate.edu/media/sites/160/2023/08/Promotions-Table-2023.png
https://oeo.colostate.edu/media/sites/160/2023/08/Promotions-Table-2023.png
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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. 



Initiating a Promotional Announcement Posting (cont.) 
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1. Click on Postings in the top menu then select  

Admin Professional / Research Professional. 
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Initiating a Promotional Announcement Posting (cont.) 

1. Click + Create New Posting
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Initiating a Promotional Announcement Posting (cont.) 

1. Select Create from 

Position Description. 
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Initiating a Promotional Announcement Posting (cont.) 

Note: To search for the position 

description, click on the More 

Search Options button and enter 

the position number in the Position 

Number field. Then click Search. 

1. Select the working title of the position 

you wish to create the posting from. 

Note: If the position modification did not result in a new classification, the current employee’s name 

should appear in the field below. If it doesn’t, please ensure you are using the correct position 

description to create the promotional announcement posting. 

If the position modification did result in a new classification (i.e., RS I→II), these fields will be blank. 
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Initiating a Promotional Announcement Posting (cont.) 

1. Click Create Posting from this Position Description.

Note: If the Create Posting from this Position Description button is missing, this 

means the position description is tied to another active posting. To unlock the 

position, the old posting will need to be moved into a final workflow state. 

Please reach out to OEO at oeo@colostate.edu if this button does not appear. 

mailto:oeo@colostate.edu
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Initiating a Promotional Announcement Posting – Settings Page

1. The Working Title field will be populated with the position’s working title. 

Please add ‘PROMOTIONAL ANNOUNCEMENT:’ before the working title. 

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.

mailto:oeo@colostate.edu
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Initiating a Promotional Announcement Posting – Settings Page

1. Select a New Job Alert Category. 

Note: Promotional Announcement postings are approved 

internally and only posted to the CSU internal job board. 

Because of this, subscribers to New Job Alert emails will 

not receive notification of these promotional postings. 
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Initiating a Promotional Announcement Posting – Settings Page

Note: For Promotional Announcement postings, 

please do not update any of the below fields. 
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Initiating a Promotional Announcement Posting – Settings Page

1. Promotional Announcement postings will not accept  job 

applications as they are merely an announcement of a promotion. 

Please be sure to uncheck the Accept online applications box. 

2. This field is the same field as the Special Instructions 

Summary found on the Posting Details tab. Please 

remove the pre-populated text and add ‘The following is a 

promotional announcement and not a vacant position.’

3. Even though applications will not be accepted for these 

promotional announcement postings, ensure the top 

check box is selected as this is a system requirement. 

4. When ready, click Create New Posting 

to continue to the Posting Details page. 

The following is a promotional announcement and 

not a vacant position
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Promotional Announcement Posting - Posting Details

Note: Begin filling in the required fields found on the Posting 

Details page. Many of these fields will already be filled in. 
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Promotional Announcement Posting - Posting Details

3. The Proposed Annual Salary 

Range field will pull through from the 

approved position description. If the 

individual receiving this promotion is 

also receiving a salary raise, please 

ensure you list the newly approved 

salary in this field. The amount listed 

in this field should match the New 

Requested Salary field on the 

position description and the amount 

entered into the field above. 

2. In the Promotional Announcement 

Additional Information field, answer 

the following questions: 

1. The name of the individual 

receiving the promotion

2. Indicate if the individual is 

receiving a salary increase or not; 

3. The new requested salary 

amount (if applicable).

Note: Fort Collins, CO will auto-

populate in the Position Location 

field. If this location is incorrect, 

please update it accordingly. 

4. Select a Work Location from 

the Work Location field. 

1. Select Promotional Announcement from 

the Search Process Type drop-down menu. 
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Promotional Announcement Posting - Posting Details

1. Use this field to select the 

Hiring Authority for the search. 

Typically, the actual Hiring 

Authority is listed, as well as 

any individual who will be 

helping with the TMS 

workflow/processes. The 

Hiring Authority user role 

finalizes the hire by initiating a 

Hiring Proposal at the end of 

the search process. 

2. Enter the position's 

supervisor and their 

working title. 

Note: The Description of Work 

Unit will pull over from the 

approved position description. 

You can edit this field if needed. 

3. Select No from the Signing 

Bonus? drop-down menu. 

Note: The Position 

Summary field will 

pull over from the 

approved position 

description. Please 

do not make any 

major edits to this 

field. 
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Promotional Announcement Posting - Posting Details

Note: The Required and Preferred 

Job Qualifications will pull through 

from the position description. 

Please do not alter these. 

1. If you haven’t already, please add 

‘PROMOTIONAL ANNOUNCEMENT:’ 

to the beginning of the Working Title. 

Note: The selection in this field will pull 

through from the position description. 

Please do not update this.
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Promotional Announcement Posting - Posting Details

1. Select Yes or No from the required, 

Is this a Research Professional 

position drop-down menu. 

2. In the Desired Start Date field, enter 

the requested effective date of the 

new salary if applicable. Please see 

HR’s website for additional guidance 

surrounding effective dates.

3. Promotional Announcement postings 

must be posted on the internal job board 

for at least 24 hours. Because of this, the 

Full Consideration Date and the Close 

Posting Date should match, and the dates 

selected should be tomorrow’s date. For 

example, if this posting was created on 

February 11, the full and close should be 

February 12. OEO will ensure these dates 

are correct before posting the 

announcement to the internal job board.  

https://hr.colostate.edu/hr-community-and-supervisors/classification-and-compensation/off-cycle-salary-adjustment-process/
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Promotional Announcement Posting - Posting Details

1. If you entered language into the 

Special Offline Application Instructions 

field found on the settings page, that 

language will pull through to the Special 

Instructions Summary field. If you didn’t 

update this field on the settings page, 

please enter ‘The following is a 

promotional announcement and not a 

vacant position’ into this field. 

Note: You may skip these fields. 

The following is a promotional 

announcement and not a vacant 

position
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Promotional Announcement Posting - Posting Details

Note: You may skip this field. 
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Promotional Announcement Posting - Posting Details

1. Copy and paste a Diversity 

Statement into the required field. 

2. Enter a required Search Contact. 

3. Even though these user 

groups are not involved in the 

approval process of Promotional 

Announcement postings, they 

are still required by the system. 

Please enter a EO Coordinator 

and Applicant Manager. 

4. When ready, click ‘Save’. 
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Promotional Announcement Posting - Posting Details

1. From the left-side menu, click Summary. 

Note: These tabs are not utilized for Promotional 

Announcement postings and may be skipped. 



22

Promotional Announcement Posting – Move in 
Workflow (Initiator → OEO)

1. When ready, hover over the Take Action On Posting button and 

select ‘Promotional Announcement (move to OEO Promotional 

Announcement Review)’. In the pop-up window, you may leave 

optional comments for OEO, then click Submit. 

Note: From the Summary page, you can make any needed 

edits before transitioning the posting in the approval workflow. 
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Promotional Announcement Posting – Move in Workflow 
(OEO → Approved – Internal → Posted to Internal Job Board)

Note: Once it OEO’s queue, the posting will be reviewed, 

approved internally, and added to the internal job board. 
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Email sent to Applicant Manager upon approval 

Note: Once approved, an email will be sent to the 

listed Applicant Manager letting them know that no 

further action in the TMS is needed for this position. 

Note: Please ensure you include the Promotional 

Announcement posting number in the Oracle 

comment box when you submit your Oracle Action.
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Promotional Announcement Posting on the Internal Job Board

Note: Once added to the Internal Job Board, only those with 

a CSU eIDs will be able to view it. For additional information 

regarding CSU’s Internal Job Board, please see this guide: 

Note: Promotional Announcement postings do not accept 

applications (Apply for this Job button is missing) and the 

Special Instructions at the top of the page let individuals 

know that this is merely an announcement of a ‘promotion’. 

https://oeo.colostate.edu/media/sites/160/2021/01/How-to-View-Internal-Job-Board.pdf


Next Steps
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At this point in the process, all TMS work is now complete. Please see the below scenarios to determine your path moving 

forward. For additional guidance, please see this table listing different promotional scenarios. 

Position modification resulted in new classification; salary remains the same. 

• Submit an Oracle action assignment change to transition the incumbent into the new position.version number. 

Position modification did not result in new classification; salary remains the same. 

• All actions are now complete 

Position modification resulted in new classification; salary is changing. 

• Submit an Oracle action assignment change to transition the incumbent into the new position.version number and 

update their salary.

• No Off-Cycle Salary Adjustment Form is needed when a salary change is related to additional 

duties/responsibilities. Please see HRs website for additional details. 

Modification did not result in new classification; salary is changing

• Submit an Oracle action to update the incumbent’s salary. 

• No Off-Cycle Salary Adjustment Form is needed when a salary change is related to additional 

duties/responsibilities. Please see HRs website for additional details. 

https://oeo.colostate.edu/media/sites/160/2021/02/Promotions-Table-2.pdf
https://hr.colostate.edu/hr-community-and-supervisors/classification-and-compensation/off-cycle-salary-adjustment-process/
https://hr.colostate.edu/hr-community-and-supervisors/classification-and-compensation/off-cycle-salary-adjustment-process/


Need further help? 

27

Please visit the Talent Acquisition website for 
more resources on the CSU Talent Management 

System (TMS) at: 
www.oeo.colostate.edu/talent-management-

system-tms 

For additional help, contact 
the Talent Acquisition at:

(970) 491-5836
or

email TA at hr_ta@colostate.edu

http://www.oeo.colostate.edu/talent-management-system-tms
http://www.oeo.colostate.edu/talent-management-system-tms
mailto:hr_ta@colostate.edu



