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How to Create a Promotional Announcement Posting

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.

OEO Promotional

Initiator Posting Review Approved - Internally

Creates posting from Promotional
recently modified and QEO reviews and approves Announcement Posting
approved position posting in same day. added to the CSU Internal

description. Job Board for 1 day.
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Initiating a Promotional Announcement Posting

Applicant Tracking System Welcome, TestUser My Profile Help logout

1. Select the Applicant Tracking
O Applicant Tracking System I—-

User Group:

module by clicking the three dots in

the top-left corner of the screen. Initiator

O Position Management

Shortcuts ~

ine Recruitment System 2. Select Initiator from the User

Group drop-down menu.
Colorado State University

Employee Portal

0 Active Applicants

Postings B} Hiring Proposals Position Requests 3 Onboarding Tasks

CURRENT STATE DAYS IN CURRENT STATE

OSTDOCTORAL FELLOWSHIP Initiator 1846 I Unevaluated Applicants

Initiator

14 Committees Served By
Initiator : Department last 365 Days

-
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Initiating a Promotional Announcement Posting (cont.)

Applicant Tracking System Welcome, Test Account My Profile

ser Group:

Initiator v

University

Fostings = Shortcuts =

State Cassified 1. Click on Postings in the top menu then select
Welcome to | admin Professional/ Research Professional Admin Professional / Research Professional.

Faculty
Temporary Hourly My Filled My Open

Position Requests Onkoarding Tasks i i
Inbox Temporary Hourly Posting Templates ‘ s LaZ?Gaténf:yg Postings

SEARCH 1
0

There are no results to be displayed.

Average days your
inbox tasks wait

Watch List Postings ~ Position Requests

SEARCH

Unwvatch Postings l
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Initiating a Promotional Announcement Posting

Applicant Tracking System Welcorne, Test User My Profile

cw @ Uszer Group:
L

niraty [ritiator w

Haome Postings ~ Shortcuts =

Postings / Admin Professional! Research Professional 1

Admin Professional/ Research isiiskitsdie:
Postings

O More Search Options s+

Saved Searches w

Admin
Professional/Research...

Adrnin Professional/Research Professional Postings" (Ff) Selected records () Clear selection?

'23-115Next—>

Fosting Fosition Active Workflow  Last Status

COLORADO STATE UNIVERSITY
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Initiating a Promotional Announcement Posting (cont.)

What would you like to use to create
this new posting?

e from Position Type
the information that applies acrosz the entire Position Type,
ing from a Position Type iz almost completely blank,

Create from Posting

1. Select Create from

Position Description.
Copies in most of the information from a position description,

6 i) COLORADO STATE UNIVERSITY



Initiating a Promotional Announcement Posting (cont.)

Admin Professional/ Research Professional Position
Descriptions

Saved Searches w

Add Column: | add Colurnn Note: To search for the position
Status: description, click on the More
Search Options button and enter

| Position Number: [o{ac27 o001 I— the position number in the Position
——

Number field. Then click Search.
Departrnent: | Department

= Active

Last Marne: | |

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.

A hoc Search

1. Select the working title of the position If the position modification did result in a new classification (i.e., RS I11), these fields will be blank.
you wish to create the posting from.

(Actions)
Fosition I Employee Employes Last
Waorking Title Number Department First Name Name Supervisor Status
Re=sch Sci/Scholar | I 0129370001 Chernistry (1272 Professor (Eugene Chen)  Active Actions w
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Initiating a Promotional Announcement Posting (cont.)

Applicant Tracking Systern Welcorme, Test Llser My Profile  Help

C(% Uszer Group:
L niveraty Initiatar W

Shartcuts =

Haorme

Paosition Descriptions / Admin Professional! Research Professional / Resch ScifSchaolar |
=
9 Print Preview

=4 Print Preview (Employee View)

"l' _reate Posting from this Position Descrigion I

*View Superisor

1. Click Create Posting from this Position Description.

W odify AP Position

Position Description: Resch Sci/Scholar Il (Admin Professional/ Research
Professional)

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

N _ means the position description is tied to another active posting. To unlock the
Position Type: Admin kel position, the old posting will need to be moved into a final workflow state.

meegsfﬂ"a” Research Integrations Please reach out to OEO at if this button does not appear.
Professional

Departrnent: Chemistry (1872)
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Initiating a Promotional Announcement Posting — Settings Page

Applicant Tracking Systern Welcormne, Test User My Profile  Help
C% Llser Group:
Initiator W

Shortcuts =

1. The Working Title field will be populated with the position’s working title. Create Mew Posting
Please add ‘PROMOTIONAL ANNOUNCEMENT:’ before the working title.

* Required Infarmation

Working Title * PROMOTIOMNAL ANMOUMCEREMNT: Resch ScifScholar |
Organizational Unit the: If you have more than one
unit/department assigned to your
- _ _ _ TMS profile, ensure you select
D * L
reI=ian Provost/Executive Vice President {10010W) the correct Division,
Academic/Reporting Area and
_ _ " Department for this position. If
Academldﬁepomngﬁxrea CD”EgE of Matural Sciences {1801C3G) the correct department does not
show up in your list, please reach
out to
Departrnent * Chernistry {1872

COLORADO STATE UNIVERSITY
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Initiating a Promotional Announcement Posting — Settings Page

New |ob Alert
Mew Job Alert Categaries

[ Academic Advising/Counseling
(J Accounting and Finance

[ Administrative Assistants
1. Select a New Job Alert Category.

() Aagriculture Sciences

Note: Promotional Announcement postings are approved
internally and only posted to the CSU internal job board.

() Alumni Association/Services ! > e
Because of this, subscribers to New Job Alert emails will

not receive notification of these promotional postings.

[ animal sciences / Livestock

U anthropology

] Art

[ Assistant £ Associate / Full Professors

[ Athletics

COLORADO STATE UNIVERSITY




Initiating a Promotional Announcement Posting — Settings Page

[Jweteran Affairs

[veterinary Medicine / Veterinary Teaching Note: For Promotional Announcement postings,
Hospital please do not update any of the below fields.

Applicant Workflow

workflow State |Under Review by Dept/Cormmittee v |

When an application is submitted for this job, it should move towhich state
in the Candidate Process workflow?

References

Reference Motification v
Request References to submit Recommendations when candidate reaches
selected workflow state?

Recommendation Workflow hd
Wihen all Recammendations have been provided, move to selected waorkflow
state?

Recommendation Document Type Mo Document v

Allow a document upload when areference provider submits a
Recommendation?

COLORADO STATE UNIVERSITY




Initiating a Promotional Announcement Posting — Settings Page

Online Applications 1. Promotional Announcement postings will not accept job
applications as they are merely an announcement of a promotion.
I U Accept online applications? Please be sure to uncheck the Accept online applications box.

Spedial offline application instructions o )
The following is a promotional announcement and

not a vacant position
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.’

Accepted Application Ferms

3. Even though applications will not be accepted for these E Administrative Professional - Standard Application MateriaISI
promotional announcement postings, ensure the top
check box is selected as this is a system requirement.

[lAlternative Appointrment Reguest Application

4. When ready, click Create New Posting

: ; : Create Mew Pos
to continue to the Posting Details page.

COLORADO STATE UNIVERSITY




Promotional Announcement Posting - Posting Detalls

Applicant Tracking Systemn Welcorne, Test User My Profile Help

Cw Lser Group:
@ v

Initiator

Note: Begin filling in the required fields found on the Posting
Details page. Many of these fields will already be filled in.

Shaortcuts =

Postings / Admin Professional! Research Professional / Resch 5cif/Scholar [ (Draft) / Edit: Posting Det ails

Eaitng Fasing Posting Details sontinue
Posting Details
@ Eszential Job Duties
@ Position Budget Inform... = Check spelling

* Required Information

Classification Information

Thisinfarmation is pulled in from the position description.

@ Alternative Appointmen...

& Background Check Regui...

@ Supplemental Questions Classiflicatlon Title Resch ScisSchalar |l
& Qualification Groups
Classifleatlon Code 009264
& Applicant Docurments
Salary Grade
& Search Committee &
@ Evaluative Criteria Min Salary
& References Mid Salary

@ Posting Docurnents

COLORADO STATE UNIVERSITY




Promotional Announcement Posting - Posting Detalls

Position Information

2. In the Promotional Announcement Position Number 30620001

Additional Information field, answer

: i Employment Category Special
the following questions:

1. Select Promotional Announcement from
Ral =Rl gl  the Search Process Type drop-down menu.

1. The name of the individual Search Process Type
For ¢ lof Searches

receiving the promotion webpage.

Indicate if the individual is
receiving a salary increase or not;

Promotional
The new requested salary Announcement

amount (if applicable). Additional Information

Promotional Announcement P ease provide the rmation: 1) The name

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 fi6|d. The amount IiSted g:::;gtept!;n "ﬂat:ol)rlwor‘:;r?l:-ol%l:lQleeae::':-gje);:i‘l: :‘u:ir’l\oll owing University benefit areas
in this field should match the New Enployes Deneiis https://hr.colosta;:e.eau/hr-c;r:munity-ar.1d»5upervisors/benegSISéneﬁt;-eligibi!ity/ and
Requested Salary field on the https://hr.colostate.edu/prospective-employees/our-perks/. Toag & =

pOSitiOﬂ Qescriptipn and the amount wages, visit our compensation calculator - https://hr.colostat Note: Fort Collins, CO will auto-

entered into the field above. Non-Exempt populate in the Position Location
field. If this location is incorrect,
please update it accordingly.

Proposed Annual Salary
Range

Position Location

4. Select a Work Location from

14 i) COLORADO STATE UNIVERSITY



Promotional Announcement Posting - Posting Detalls

Note: The Description of Work
Unit will pull over from the
approved position description.
You can edit this field if needed.

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.

3. Select No from the Signing
Bonus? drop-down menu.

Hogwarts School of Witchcraft and Wizardry is the British wizarding school, located in the
Highlands of Scotland. Established around the 10th century, Hogwarts is considered to be one of
Description of Work Unit the finest magical institutions in the wizarding world. Children with magical abilities are enrolled at
birth, and acceptance is confirmed by owl post at age eleven. Hogwarts provides the utmost quality

in magical education and is continually rated among the top 3 witchcraft and wizardry schools in
the world.

The description of the work unit is used to promote the unit.

Rogers, Emily (erogers@colostate.edu) %
Hiring Authority = =

Multiple Hiring Authorities may be entered. 2. Enter the posi tion's
| Dumbledore | M supervisor and their

working title.
Hogwarts Headmaster

B I & & T 17 o ==

Supervisor Name

Note: The Position
Summary field will
pull over from the
approved position
The incumbent of this position will advise 4th-year students in Divination, Defense Against the Dark description Please
Position Summary Arts and Muggle Studies. This includes advising students on coursework, providing outreach and

intervention to students of concern, monitoring data and patterns of success and difficulty, and do .nOt make anY
referring students to appropriate campus resources and opportunities, The position is central to major edits to this
our ability to provide excellence in advising students successfully through our school programs. field.

Supervisor Working Titlg

*

Signing Bonus? Specify whether a signing bonus will be offered to the selected candidate by choosing 'Yes' or 'No." If opting for a bonus ('Yes'), ensure to
input the details into the 'Position Summary' field above. Failure to select "Yes' will forfeit the department’s ability to offer a bonus later in
the process. For more information, please refer to the Signing Bonus Guidelines.

This field is required.

None
(Class/Working Title, Position #)

Position Supervises

Guide students towards making informed decisions on 2- and 4-year course completion plans

COLORADO STATE UNIVERSITY




Promotional Announcement Posting - Posting Detalls

Candidate must have a Ph.D. degree in chemistry or
biochemistry at the time of appaintment, specializing in
chemistry, biochemistry, organometallic chemistry,

alymer chermistry, and catalysis,
Requlred Job Pl i /

Qualificatians Acrminimurm of three yvears of postdectoral research

expeatiences with the expertise in catahtic biomass
cotwversion to chemicals, moenomers, polymers, and

Note: The Required and Preferred _
fuels are required.

Job Qualifications will pull through

from the position description.
Please do not alter these. Frefer candidate has received academic training in
palymer and organometallic chemistry, and has had
significant research experience in the synthesis and
Preferred |ob characterization of monomers, catalysts, and polymers.
Quallflcatlons

Published papers) in polimer chemistry and related
scientific journals.

Note: The selection in this field will pull
through from the position description.
Please do not update this.

Is thls an Hourly
pos [ty Howrly posiiions do nor have gioaranieed hours and may work within a range of (-

4f howrs par weaeak.

40
Wark HoursMWealk Flagse gnrer 4 vaiue from § - 40 reprasaniing the aumbear of work Aours par waegk
For #his position. IFihe posiifion fs for an hourly emploves, pledsa saf rhe work Hours
1. If you haven't already, please add fod
‘PROMOTIONAL ANNOUNCEMENT:’ i i
to the beginning of the Working Title.

Warking Title PROMOTIONAL ANNOUNCEMENT: Resch 50if50h0||

COLORADO STATE UNIVERSITY




Promotional Announcement Posting - Posting Detalls

. If this Iz a Research
1. Select Yes or No from the required, Professlonal pasition ||
Is this a Research Professional seloct Was! Gthenn.rlsie-_ This field is required.
oy ' 4
position drop-down menu. salect 'Mo. Example: Rasearch Associaie, Research Scieniisi, Posidoctoral Fallow

Pasting Murmbser

Murmbser of Yacancles

2. In the Desired Start Date field, enter ;
the requested effective date of the Deslred Start Date MDD s

new salary if applicable. Please see

HR’s website for additional guidance Pasition End Date {IF 1
surrounding effective dates. termparary) MDD #h |

MANLDD Y [

Opeen Posting Date
The dare the commiifee would itke fhe posiing posied. iF “as soon a5 possitla *

please leave Hlank.

Tor ensure full
conslderatlon,

applleations rmost be 222021 [ 1
recelved by 11:59pm :

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 (MT) an

Posting Date should match, and the dates

selected should be tomorrow’s date. For 1
example, if this posting was created on 02/12/2021 e
February 11, the full f"md close should be Close posring dare fs the dare the posiing is removed from the C5U fobs websiie.
February 12. OEO will ensure these dates Clase Pasting Date For Standard searchas the close posing dale neads o be iree waeakands aftar ine
are correct before posting the fuil considerarion dare. For Accelerated searches and Iniernal searches the close
announcement to the internal job board. posting daie needs fo be iwo weekends after the full consideration dare. Cpen Pool

Pl

COLORADO STATE UNIVERSITY



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

Promotional Announcement Posting - Posting Detalls

L you ent_ered Ian_gua_ge into the. The following is a promotional

S_peC|aI Offline Appllcatlon Instructions announcement and not a vacant

field found on the settings page, that position

language will pull through to the Special Speclal Instructlons

Instructions Summary field. If you didn’t Summary

update this field on the settings page, ki

please enter ‘The following is a The informartion enterad in this ifald wiltl show on the fop of the applicant posiing.
promotional announcement and not a ¥ou wowld want fo include infarmaiion like: Refarences will noi be contacied
vacant position’ into this field. wirhowt prior nofiffcarion of candidares.,

[ ]

Aniarernal search is 8 form of & limited search Maris the excepiion rothe derac

Internal Search

Requested Aarional search. Recruitment can be limired fo 8 deparimeniyunit or
CovtegasDivision.
Ratlahale for ntarnal
Search
4
Note: You may skip these fields.
CEL obs Website
iConnecting Colorado Website
Indeed. com
HigherEdJobs com
= Recrulttment Plan
s

Lisr aft adveriising venues (.o websiies, list services, afc)

COLORADO STATE UNIVERSITY




Promotional Announcement Posting - Posting Detalls

Thank you foryour interest in this position. The screening and selection process is

Pass Message currently undensay and will continue until @ successful candidate is chosen. Should
review of your qualifications result in a decision to pursue your candidacy, you will be
contacted.

Thank you for your interest in this position. Based on your responses to the questions

Fall Message on the employment application, you do not meet the minimuam qualifications for this
position. Please do not let this discourage you from applying for other positions at C5U
that interest you.

iS5l i an EOVEALAL emplover and conducts
background checks on all final candidates.

Note: You may skip this field. AP/Faculty Short
Pasting

s

Add the shorr posting fo fhis ifeld For orher adveriising and recriifment enues.
Yo MUST include rhe below quick iink in this fiald.

Qulck Link for Intarnal - ) )
Pustings hitps.Afcolostate-training. peopleadmin.comfpostings/a3792

Colorado State University strives to provide a safe study, work, and living environment
forits faculty, staff, volunteers and students. To support this environment and comply
with applicable laws and regulations, C5U conducts background checks. The type of

Background Check background check conducted varies by position and can include, but is not limited to,

Palley Statement crirninal history, sex offender registry, motor vehicle history, financial history, andfor
education werification. Background checks will also be conducted when required by law
or contract and when, in the discretion of the University, it is reasonable and prudent to
do so.

COLORADO STATE UNIVERSITY




Promotional Announcement Posting - Posting Detalls

Abilty to advance the deparment's

cornrnit rnent to diversity and incluzion through
research, teaching and outreach with relevant
1. Copy and paste a Diversity prograrms, goak and activities.

Statement into the required field.

S

This field Is required.

Copy and pIsTe one of the Below diversity statemerns o the 1est box 3bove. JF ore of 1hese s1atemerts
15 not spirabie for TRs posnfor] Fease credle pour own for aporoval By OF 0.
Dlversity Statement F P ! v

L3

Akt o aovance 1the deparimers's conmuters 1o diversity and Incusion throust research teaching and
ouireach HiTh relevars programs, coals and aaivities.

DemenstrEled kRonwiedoe of 300 refevart Ry WA cTLRilE diverse cormmunities 3mong oot ernias
13rTer And constiTuery popuiarions,

Personal or professional comriimery 1o giversity and Inciusion 3s demonsirated by persisiers effort,
Active planning 3ocation of FESOUCes 3n0Aor 3 ccolrRabiity for dhversily and inciu sion ol comes.

-Refecting deparimergal and Instiuiional walues, candidates are expeded 1o have the abiiy 1o advance
1Ae DenImery s cormrutert o diversity and Inciusion.

. ity rogers@colostate adu
2. Enter a required Search Contact.

Sanrch Contact This field Is required.

MName and phone number andsor el address of corraa for seneral Quesiions about TREs position

Lleiabi ey anlc

3. Even though these user REE sl ]
. . wf B Coordinator

groups are not involved in the

approval process of Promotional
Announcement postings, they

This field Is required.
Muitipde Indhiduals may be placed Inihe FO Coordingior meld.

are still required by the system. [ 56 e Stell ]
Please enter a EO Coordinator «f Appllcant Manager This field 15 requlired.
and Applicant Manager. MU Indrerduais may be piaced iR THe ADpIiearn Manager Teld. IFyour 0 Coorginator or ADoicars

1

ol LU P

4. When ready, click ‘Save’.

COLORADO STATE UNIVERSITY




Promotional Announcement Posting - Posting Detalls

C% ser Group:
e @ ,

Initiator

Home Postings ~ Shortcuts =

Postings / Admin Professional! Research Professional / PROMOTIONAL ANMOUNCEMENT: Resch ScifScholar 11 (Draft) / Edit: Posting Details

Editing Postin . .
E B Posting Details Save & Continue
Posting Details
@ Es=zential Job Duties
& Position Budget Inform... =5 Check spelling

¥ Required Information

Classification Information
This information is pulled in from the position description.
@ Supplermnental Questions Classification Title Resch Sci/Scholar |l

& Alternative Appointmen...

@ Background Check Regui...

@ Qualification Groups

Note: These tabs are not utilized for Promotional

& Applicant Docurnents ; :
Announcement postings and may be skipped.

& Search Committes
& Evaluative Criteria Min Salary

& References Mid Salary

@ Posting Docurments
Surnrmary 1. From the left-side menu, click Summary.

COLORADO STATE UNIVERSITY




Promotional Announcement Posting — Move in

Workflow (Initiator = OEQ)

Applicant racking System

Welcome, lest Llser My Profile  Help

Home Postings ~

Lser Group:

Initiztor v

Shortcuts =

Postings { Admin Professional! Research Professional / PROMOTIONAL AMMOUNCEMEMT: Resch ScifScholar [ {Draft) f Summary Search Results: Mext

Note: From the Summary page, you can make any needed
edits before transitioning the posting in the approval workflow.

Posting: PROMOT'ONAL ANNOUNCE ENT: Resch SCUI Reassign {move to Initiator)

Professional/ Research Professional)

Current Status: Draft

Position Type: Admin Created by: Test User
Frofessional/ Research Chaner Test User
Frofessicnal

Cepartment: Chemistry {(1872)

Edit

Keepworking on this Posting
WORKFLOW ACTIONS

Standard Search Process ! AAR
imove to EQ Coordinator
Review]

Promuotional Announcement
irmove to OEQ Promotional
Announcement Review)

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.

COLORADO STATE UNIVERSITY




Promotional Announcement Posting — Move in Workflow

(OEO - Approved - Internal = Posted to Internal Job Board)

Applicant Tracking Systermn Welcome, Emily Rogers My Profile

cw Llser Group:
ety @ OED v

Home Postings Applicants Hiring Proposals Onboarding Events shaortcuts
- - -

- -

Postings / Admin Professional! Research Professional /# PROMOTIOMNAL ANMOUMNMCEMEMNT: Resch ScifScholar [ {OEO Promotional Review! f Surmmary

LI
‘ | Take Action On Posting
Keepworking on this Posting

Note: Once it OEQO’s queue, the posting will be reviewed, WORKFLOWACTIONS
approved internally, and added to the internal job board. MOVE DIRECTLY TO..

Draft

[nitiator

POStiI"Ig: PROMOTIONAL ANNOUNCEMENT: RESCh SCiln signature Authority Alternative

Appointrment Approval

Professional/ Research Professional)  Edit Atermstive Aoporment
Current Status: OED Promotional Announcerment Review Approved

Position Type: Admin eated by Test User Alter.nativeﬁkppaintment
Professional/ Research Declined

Professional | Approved-Internal |

COLORADO STATE UNIVERSITY




Email sent to Applicant Manager upon approval

Hella Test User,

The PROMOTIONAL AMMOUNCEMENMT: Resch Scifscholar || position (Posting & 2021001104F) has been placed in the status of “4pproved - Internal
If this is a 5econdary Open Pool Posting, applicants from your general open pool will be copied over.

If thisis an Intermal Search to C5U oryourdepartment, please distribute this link to all individuals interested in applying: httpsffcolostate

training. peopleadmin.comipostingsE3ra

If this is a Promotional Announcement Posting, no further TMS action is required. Once your full consideration date has passed, you may proceed with subritting an Oracle

action to finalize the position change. For additional help, please see these resources.

Pasition 4: 012937 0001

Note: Once approved, an email will be sent to the
Posting 4 2021001 104P

listed Applicant Manager letting them know that no
Job Title: PROMOTIONAL ANMOUNCEMENT: Resch ScifSchalar |l further action in the TMS is needed for this position.

Departrmpnt: Chemistry

Note: Please ensure you include the Promotional

Thank you, Announcement posting number in the Oracle

Office of Equal Opportunity comment box when you submit your Oracle Action.
oeo@colostate.edu

970491 5E3A

If you have an issue or questions please see our training website at http/foeo.colostate eduftalent-ranagement- syster-tms or email QED at oeo@colostate edu

COLORADO STATE UNIVERSITY




Promotional Announcement Posting on the Internal Job Board

G.,':) COLORADD STATE UNIVERSITY

Note: Once added to the Internal Job Board, only those with ]UbS @ Colorado State University

a CSU elDs will be able to view it. For additional mformatlon
regarding CSU’s Internal Job Board,

PROMOTIONAL ANNOUNCEMENT: Rasch ScifScholar [T

M Bookmark this Posting = Print Preview

Please see Special Instructions for more details.
This is a promotional announcement for a current C5U employes.

Posting Details Note: Promotional Announcement postings do not accept
Working Title PROMOTIONAL ANNOUNCEMENT: Re applications (Apply for this Job button is missing) and the
’ Special Instructions at the top of the page let individuals
Position Location  Fort Collins, CO know that this is merely an announcement of a ‘promotion’.
Research
Professional ¥es
Position

Posting Number ZOZ100110AF

Position Type Admin Professionalf Research Professional

COLORADO STATE UNIVERSITY



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

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.
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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?

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



