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Overview of the CSU Open Pool Process

Brief Overview of the CSU Open Pool Process:

‘Open Pool’ postings are utilized to gather applications for potential job openings that may become vacant in a department throughout a year. Open

Pools are typically used for Research Associates, Postdoctoral Fellows and Instructor positions and remain open, collecting applicants, on the CSU Jobs

website for 3, 6, or 12 months. Once an applicant has applied to an Open Pool posting, their application materials will be copied over to ‘Secondary’

Open Pool postings, and reviewed every time a new vacancy becomes available. Hiring through the Open Pool process can be significantly quicker than

standard searches because the Open Pool posting has already been gathering an applicant pool to review when a new vacancy becomes available.

The open pool process involves three steps.

Step One: Create the General Open Pool posting to collect applications. The General Open Pool is NOT created from a position description and
is only used to ‘cast a net’ to collect applications for potential openings that may become available in the department throughout the year.

Step Two: Create or modify a position description to use for the hire. Once a vacancy opens up in a department, either in a research lab seeking
a research associate, research scientist or postdoctoral fellow or in a classroom setting seeking a hon-tenure track instructor, the department will
submit a position description to HR for review.

Step Three: Create the Secondary Open Pool posting from an approved position description to hire the individual(s). Secondary Open Pool
postings are NOT advertised. They are the only method available to hire out of the General Open Pool. CSU cannot hire out of General Open Pools
because in doing so, it would remove the posting from the CSU Jobs website, thus eliminating the department’s ability to continue to collect
applicants. Instead, departments create Secondary Open Pool postings from approved position descriptions and request that when OEO reviews and
approves the Secondary Open Pool posting, the current applicant list from the General Open Pool is copied to the Secondary Open Pool. Once
copied, the department submits their hire request through the Secondary Open Pool posting. In doing so, the desired applicant is then hired into the

correct position description and the General Open Pool remains open to continue collecting applications for future vacancies.
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Approval Workflow for General Open Pool Posting Requests

Below is the TMS approval process for General Open Pool Posting Requests

Office of
Initiator EO Coordinator Hiring Authority Equal Opportunity

o _— Review and Approval of
- ' Review and Approval of Review and Approval of -
Initiate the Posting Request Posting Request Posting Request Posting ﬁ{:'en[?s?:;'t. Move to

The steps in the following pages explain how to create and utilize a General Open Pool Posting.
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Creating a General Open Pool Posting to gather applicants

Applicant Tracking System Welcome, TestUser My Profile Help

1. Select the Applicant Tracking module by clicking
the three dots in the top-left corner of the screen.

O Applicant Tracking System I User Group:

Initiator
0 Position Management

Shortcuts ~

ine Recruitment System

2. Select Initiator from the
User Group drop-down menu.

v v

Colorado State University
Employee Portal
Postings E) Hiring Pr S Position Requests 3 On

CURRENT STATE DAYS IN CURRENT STATE

Initiator
Initiator

14 Committees Served By
Initiator 42 Department last 365 Days

-
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Creating a General Open Pool Posting to gather applicants

Welcome, Test User My Profile Help logout RAEIGGIGTnT]

CO% User Group:
Urniversity Initiator v
Postings ~ Shortcuts ~
State Classified
Welcome to]  Admin Professional/ Research Professional |
Faculty
. - 0 Active Applicants
. ! t Position Requests 1 Onboarding Tasks
UBRY 1 Click on Postings in the menu across the e

LBl top then select Admin Professional/Research

Professional from the drop-down menu.

Filters O

TITLE CURRENT STATE DAYS IN CURRENT STATE
I Cvaluated Applicants
Academic Success Coordinator Hiring Authority Review and Approval 10 I nevaluated Applicants
College of TMS Training
4 Committees Served By

e Department last 365 Days

Watch List Postings Hiring Proposals Position Requests 1
SEARCH

Colorado State University




Creating a General O

pen Pool Posting to gather applicants

Welcome, Test User My Profile Help

O

Universicy

User Group:

Initiator

Home Postings ~

Shortcuts ~
Postings / Admin Professional/ Research Professional 17

1. Once on the Postings page, click the + Create New

= = Posting button and the Create New box will appear.
Admin Professional/ R i 5y

=+ Create New Posting

Q, More Search Options v

Admin
Professional/Research_.

"Admin Professional/Research Professional Postings” o Selected records o Clear selection?

(Actions)
Posting Position Active
Working Title Number Number Department Applications Workflow State Last Status Update
Academic Success T AD e College of TMS Training Hiring Authority Review and September 25, 2018 at
Coordinator 20180048748 012345.0007 (0000) 0 Appr;val

04:23 PM ACOONS w
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Creating a General Open Pool Posting to gather applicants

Hire

Note: Create from Posting is
only used when creating a
General Open Pool from a
PREVIOUSLY POSTED
General Open Pool. Selecting
this option will clone and pull
over all the information entered
from a preexisting General
Open Pool Posting. If you have
guestions regarding the use of
this option, please reach out to
OEO at

Note: Create from Position
Description is only when
creating a Secondary Open
Pool Posting to hire out of (see
guide 3) or for the standard
search process.

Page 7

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

Create from Position Type

Create from Position Description

Copies in most of the information from a position description.

Welcome, Test User My Profile Help @ logout

x

1. Select Create from Position Type.
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Creating a General Open Pool Posting — New Posting

Settings Page

User Group:

Initiator v

University

Home Postings ~

Postings / Admin Professional/ Research Professional / New Posting 1

1. Fill out the Working Title field. The working

|! R
| New Posting fitle should include “— Open Pool” at the end.

Waorking Title * I Research Associates |, Il or Il - Open Pool I

Organizational Unit

2. If you are able, select the correct
Division, Academic/Reporting Area
and Department for the General
I’1“5‘3‘3'erf"“’rRe|3°r“”gArea - College of TMS Training (O000RA) Open Pool. If you are not able to
edit these fields, the system will
default to the Organizational Unit for
which your TMS profile is assigned.

I Division * Provost/Executive Vice President (1001DV)

I Deparument College of TMS Training (0000)

Applicant Workflow _ . .
Note: This drop down selection will

auto populate. Please leave it as
Under Review by Dept/Committee.

Waorkflow Stare | Under Review by Dept/Committes ¥

When an application is submitted for this job, it shi
Process workflow?
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Creating a General Open Pool Posting — New Posting

Settings Page

References Optional: If you will be soliciting
letters of recommendation, you
will need to update these three

Request References to submit Recommendations whe References fields. Otherwise,

states leave them blank and use the
reference tab further along in the

Recommendation Workflow process to collect reference

When all Recommendations have been provided, movilge]gl (e Mlgleldg1lela R

Reference Notification

For further help setting up the
reference collection tool in the
Allow a document upload when a reference provider 3 system, please see our training
guide located here:

Recommendation Document Type Mo Document  ~

Online Applications e that the Accept online

¢ Accept online applications? applications Do SCKEa

Special offline application instructions IReferen:es will not be contacted without prior
notification of candidates.

Note: Please do not update

the Special offline application
instructions at this time.

Accepted Application Forms

ﬁ'eéo‘r‘. Colorado State University



https://oeo.colostate.edu/media/sites/144/2017/05/How-to-Request-References-in-TMS.pdf

Creating a General Open Pool Posting — New Posting

Settings Page

Online Applications

¥ Accept online applications?

Special offline application instructions References will not be contacted without prior
notification of candidates.

Accepted Application Forms

—I ¥ Administrative Professional - Standard Application Materials I

1. Check the preferred method for receiving application
materials. For General Open Pool Postings, select

- : : - . Alternative Appoint LR st Applicatio
Administrative Professionals — Standard Application FEMMEtVE ApROINEMENT Request Application

Materials.

Administrative Professional Application - With Work Experience Form

2. When ready, click Create New Posting

g h 4 Create New Posting
to continue to the Posting Details page.
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Creating a General Open Pool Posting — Posting Detalls

CO%

University

Home Postings ~

Welcome, Test User My Profile Help logout

User Group:

Initiator v

Shortcuts

Postings / Admin Professional/ Research Professional / Research Ass

Editing Posting

Posting Details 4

@ Essential job Duties

@ Position Budget Inform...
@ Alternative Appointmen...
@ Background Check Requi...
@ Supplemental Questions
@ Qualification Groups

@ Applicant Documents

@ Search Committee

@ Evaluative Criteria

@ References

@ Posting Documents

Summary

Note: After you click Create Posting, you will then be

Posting Details

* Raquired Information
P

taken to the Posting Details page where you will need
to complete required fields and fill in information about m

your General Open Pool Posting. Some fields may or

may not be editable by you.
e Check spelling

Classification Information
This information is pulled in from the position description.

Classification Title
Classification Code
Salary Grade

Min Salary

Mid Salary

Max Salary

Position Information

Position Number

Note: The Classification Information section
will be blank and will not be editable.
Information will only populate in these fields if
you created your posting from an approved
position description. General Open Pools are
not created from position descriptions.
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Posting - Posting Details Tab (cont.)

Position Information

Position Number 030620.0001
Employment Category Special
1. Select General Open Pool
from the Search Process Type | Please select v
drop-down menu. SemayEroeslype For additional assistance regarding the different types of searches at CSU, please see the Types of Searches
webp‘ge

e ey ehoeiihal 2k Note: The Promotional Announcement
accounts for ALL future hires Announcement

t of th | L If Adcitoral Mforsiatan Additional Information field is only required
OUSO dengra opF))enlpoo. ~ for Promotional Announcement Postings. # ¥
a Secondary Open Poo

posting is submitted with a
range that falls outside of the
General Open Pool’s, the Proposed Annual Salary

[$50,000 - $80,000

. . Range This field is viewable to potential appli
posting will not be approved.
Colorado State University is committed to providing employees with a strong and competitive benefits
package that supports you, your health, and your family. Visit CSU’s Human Resources website for detailed
o . Emplovee Benefits benefit plan information for eligible employees in the following University benefit areas:

Note: The Position Location o https://hr.colostate.edu/hr-community-and-supervisors/benefits/benefits-eligibility/ and

field will auto_populate with https://hr.colostate.edu/prospective-employees/our-perks/. To see the value of CSU benefits in addition to

‘ . y . wages, visit our compensation calculator - https://hr.colostate.edu/total-compensation-calculator/.

Fort Collins, CO'. If applicable,
you may update this field to FLSA Non-Exempt

2. Select an option from the
Fort Golling, GO Work Location drop-down
menu to indicate if the
position qualifies for remote
or hybrid work flexibility.

accurately reflect the location of
the position. Please ensure you
use the ‘City, State
Abbreviation’ format.

Position Location

I Work Location | Please select

Colorado State University




Posting - Posting Details Tab (cont.)

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.

2. Enter the position's supervisor
and their working title.

3. Fill in the Position Summary
field. You may provide as much
detail as you wish. The summary
should briefly describe the open
pool hiring process and may also
list potential areas of research.

B | I = &I m <« | i= = )

Description of Work Unit

Hogwarts School of Witchcraft and Wizardry is the British wizarding school, located in the
Highlands of Scotland.

Established around the 10th century, Hogwarts is considerad to be one of 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.

For more information about the school, please see our website located here:
http://www.hogwartsishere.com/

The des:.f'."-m:-'c."- of the work unit is used to promate the unit.

Hiring Authority

Rogers, Emily (erogers@colostate.edu) x

Supervisor Name

Supervisor Working Title

This field is required.

This field is required.

Position Summary

e — il

The department accepts applications on an ongoing basis from individuals who are interested in
obtaining research positions within the department in laboratories in the areas of Gene Expression,
Cellular Biochemistry and Structural Biology. The open positions may be temporary or special
assignment.

Position Supervises

Decision Making

(Class/Working Title, Position #)

Works in collabaration with lead personnel to ensure task completion and team safery.

Colorado State University




Creating a General Open Pool Posting — Posting Details cont.

ts must hold a B.S. degree in an appropriate discipline.

1. In the ReC{Uired Job h intment:
Qualifications field, fill in the Required Job

minimum requirement for every Qualifications

possible level you are hiring for.
These should be the most basic
requirements needed for each
position level (i.e. degree, years of
experience, etc.) and in most
cases will follow the outlined CSU Preferred Job

Qualifications

Note: Preferred Job Qualifications are
optional for General Open Pools. Any
preferred qualifications you list here
will also need to be included on your
Secondary Open Pool posting when
you make your hire.

Is this an Hourly

pasition? . y 2. Select No from the Is this an Hourly position field.

Work Hours/Week

Note: The Work Hours/ Week field typically pulls over from a position description
and is not editable. It will be blank on the General Open Pool Posting.

3. The Working Title will pull
through from the New Posting
Settings page. You may make
any necessary changes here.

" . — Note: A Posting Number will
4. If this is a Research Associate Professional positi :
A g, | Professional position, be assigned by the system
Research Scientist or select "Yes'. Otherwise, 9 y Y

Postdoctoral Fellow open pool e e . | e e
pen pool, Pool Posting moves out of

seectYes fom tisdrop-dow, i Dratt wordion stte.

Number of Vacancies

Desired Start Date ' Note: These fields may be left blank and
) are not required for General Open Pools.

Position End Date (if
| M

temporary)

Page 14 Colorado State University
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Creating a General Open Pool Posting — Posting Details cont.

Note: The Open Posting Date is Open Posting Date
optional. If you choose to use this The date the committee would like the posting posted. If "as soon as possible,” please leave blank.
field, this is the date the posting will

e . T full
go-live’ on the CSU Jobs Website. 0 ensure '
consideration,

applications must be 04/25/2019
: : received by 11:59pm
1. The Full Consideration Date and (MT) an

Close Posting Date should match.
This is the date the General Open 04/25/2019
Pool ‘expires’ and is pulled down

Close pasting date is the date the posting is removed from the C5U jobs website. For Standard searches the

from the CSU Jobs Website. Close Posting Date close posing date needs to be three weekends after the full consideration date. For Accelerated searches and
General Open Pools are typically Internal searches the close posting date needs to be two weekends after the full consideration date. Open
posted for 3. 6 or 12 months Fool close posing date is the same as the full consideration date.

) .

Please submit a cover letter outlining your specific

2. Fill'in the Special Instructions areafs) of expertise, curriculum vitae or resume and the

Summary field. Use th.iS fi.eld to names and contact information of three professional
communicate the application references.
process to applicants i.e.,
documents that may be required to _ _ References will not be contacted without prior
apply, information about references, || Ktub it notification of candidates.
. Summary
etc. It will appear at the top of the
job posting on the CSU Jobs The pool is valid through 4/25/2019. Individuals wishing
Website. Be sure to include to be considered beyond this date must reapply.

language about reapplying when
the pool expires

P

The infarmation entered in this field will show on the top of the applicant posting. You would want to include

informartion like: References will nor be contacred without prior notification of candidates.
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Creating a General Open Pool Posting — Posting Details cont.

Note: These fields may be left blank.

1. All CSU job postings are
automatically posted to these
four auto populated venues.
Please do not delete them from
this field. You may choose to
add additional venues if you
wish. Typically, General Open
Pool posting announcements
are added to department
websites.

2. The Short Posting field allows
OEO to review and approve a
‘bite-sized’ version of the
posting announcement. The
short posting should include the
title of the position, the location,
a brief summary, the ‘Quick Link
for Internal Postings’ so
applicants know where to apply,
and the shortened EO/EA/AA
and background check language
that is auto-populated.

Internal Search
Reguested

Rationale for Internal
Search

Recruitment Plan

v

n internal search is a form of a limit

A
A
Recruitment can be limite

1 search that is the exception to the default national search.

CSU Jobs Website
Connecting Colorado Website
Indeed.com

Higher Ed Jobs.com
Department Website

List all adverti

sing venues (e.g. websites, list services, etc.)

Pass Message

Fail Message

Thank you for your interast in this position. The screening and selection process is currently underway and will
cantinue until a 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 on the employment application,
you do not meet the minimum qualifications for this position. Please do not let this discourage you from applying for
other positions at C5U that interest you.

AP/Faculty Short Posting

The College of TMS Training at Colorado State University is accepting applications on an
ongoing basis from individuals who are interested in obtaining Temporary, Special, or
Regular Research Associate positions (Level I, Il or 1ll). Positions may become available
throughout the year. Ranking and qualifications within the levels are done on a case-by-
case basis with factors that include the complexity of research and specialized skills.
Annual terms and reappointment may depend on performance and/or the continued
availability of funding. To read full job announcemeant and to apply to our open pool active
until 4/25/2019, see: http.//colostate-sb.peopleadmin.com/postings/57 194

CSU is an EO/EA/AA employer and conducts background checks on all final candidates.
£

Add the short posting to this field for other advertising and recruitment venues. You MUST include the below

i Ik in this fiald
quick ink in this reld.

Colorado State University




Creating a General Open Pool Posting — Posting Detalls cont.

Quick Link for Internal

Note: The QUiCk Link for Internal Pastings http://colostate-sb.peopleadmin.com/postings/571934
Postings should be included in
the Short Posting Announcement

Colorado State University (CSU) strives o provide a safe study, work, and living environment for its faculty, staff,
volunteers and students. To support this environment and comply with applicable laws and regulations, C5U conducts

above. This is a direct link to the I?a\l?kgrsotu:d Chetck background checks. The type of background check conducted varies by position and can include, but is not limited to,
; . olicy statemen criminal {felony and misdemeanar) histary, sex offender registry, motor vehicle history, financial histary, and/or

JOb pOStIng on the CSU JObS education verification. Background chacks will be conducted when required by law or contract and when, in the
WebSIte. discretion of the university, it is reasonable and prudent to do so.

Caolorado State University is committed to providing an environment that is free from discrimination and harassment
based on race, age, creed, color, religion, national arigin or ancestry, sex, gender, disability, veteran status, genetic
infarmation, sexual orientation, gender identity or expression, or pregnancy and will nat discharge or in any other
manner discriminate against employees or applicants because they have inquired about, discussed, or disclosed their
own pay or the pay of anaother employee or applicant. Colorado State University is an equal opportunity/equal
access/affirmative action employer fully committed to achieving a diverse workforce and complies with all Federal and

EEO Statement Caolorado State laws, regulations, and executive orders regarding non-discrimination and affirmative action. The Office
of Equal Opportunity is located in 101 Student Services.

The Title IX Coordinator is the Executive Director of the Office of Support and Safety Assessment, 123 Student Services
Building, Fort Collins, CO 80523 -2026, (970) 491-7407.

The Section 504 and ADA Coordinator is the Associate Vice President for Human Capital, Office of Equal Opportunity,
101 Student Services Building, Fort Collins, CO 80523-0160, (970) 491-5836.

Ability to advance the department’s commitment to diversity and inclusion through
research, teaching and outreach with relevant programs, goals and activities.

This field is reguired.

i 1e text box above. If one of these statements is
for approval by OEQ.

1. SeIeCt one Of_ the five Copy and paste one of the below divers
prepopulated Diversity not suitable

Statements and paste it
into the required field.

lfvarsity and inclirsi
diversity and finclusio,

*

Diversity Statement

through research, teaching and

urally diverse cor

ty as demonst

¥ oUTCImes.

gates are u’:"X;'Jn’E'L'f-’:"d ro hawve the at

ent ta ai

volvement in teac
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Creating a General Open Pool Posting — Posting Detalls cont.

into the text box above. If one of these statements is

Copy and paste one of the below diversity statemer

not suitable for this position, please create your own for approval by OEO.

+ Diversity Statement *Ability to advance the department’s commitment to diversity and inclusion through research, teaching and

programs, goa

outreach with refevan Is anc ties.

«Demonstrated knowledge of, and relevant ability with, culturally diverse communities among potential
target and constituent populations.

«Personal or prof
allocation of resources and/or account:

«Reflecting departmental and institutional val

ssional commitment to diversity as demonstrated by persistent effort, active planning,

Department's commitment to diversity and inclu
. «Personal and prof ity a5 demonstrated by involvement in teaching, research,
1. Enter the name, email address creative activity, service to the profession and/or diversity/inclusion activities.
and/or phone number of the
search contact into the Search |E|T1i|‘3' Rogers, emily.rogers@colostate.edu
Contact field. This is the Search Contact This field Is required.
individual applicants will reach Name and phor

: : (viewable by applicant).
out to if they have any questions. {viewable by applica

ional commitment to

wmber and/or email address of contact for general questions about this position

[ | Rogers, Emiy X Il Note: If someone’s name does not
2. Use these two fields to enter This field is required. appear when searched for, they may
the name of your EO Coordinator Multiple individuals may be placed in the £O CoordinardigloI gAY (0 o=ISR (o R 1 IR ISIET glo | {olU] o B
and Applicant Manager for the Please fill out a

Open Pool. Entering their names [ User, Test % | with the appropriate signatures
here will grant them access to the Applicant Manager This field is required. and email it to OEO at

pOSting to Complete their TMS Multiple individuals may be placed in the Applicant Mar
user role duties. Multiple EO Manager does not appear in the list, please contact OF
Coordinators and Applicant
Managers may be entered.

EQ Coordinator

3. When complete, click Save to be

taken back to the top of the page.

Colorado State University
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Creating a General Open Pool Posting

o Posting was successfully updated. x

Hire Welcome, Test User My Profile Help @ logout

User Group:

Initiator v

University

Home Postings ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Research Associates I, Il or lll - Open Pool (Draft) / Edit: Posting Details

Editing Posting

Posting Details

® Essential Job Duties Note: The Essential Job Duties, Position Budget Information, Alternative
Appointment Request and Background Check Requirements sections are not
used when creating General Open Pool postings and may be skipped for now.

Posting Details

Coun [

@ Position Budget Inform...

@ Alternative Appointmen_..
SN TaEfalsiilalal Al falaaataiilala
® Background Check Requi...

1. Once saved, the system will take you to the top of the Posting Details page.
. Use the menu located on the left side of the screen to skip forward to the
@ Qualification Groups Supplemental Questions section.

® Applicant Documents

® Supplemental Questions

@ Search Committee Salary Grade
® Evaluative Criteria Min Salary
@ References
Mid Salary
@ Posting Documents
summary Max Salary

Colorado State University




Creating a General Open Pool Posting — Supplemental
Questions

Hire Welcome, Test User My Profile Help logout

Note: Supplemental questions are similar to minimum qualification screening forms. They can be utilized to

determine if an applicant meets minimum qualifications by having them answer a set of questions when the are
~ applying to the position. Certain answers to questions can be made ‘disqualifying’. This means that if an applicant
selects a disqualifying answer, they will automatically self-disqualify from the pool. This automatically places them
into the workflow state ‘System determined did not meet minimum qualifications’.

Editing Posting If you choose to use supplemental questions in your General Open Pool, you will only be able to assess the ‘bare
® Posting Details minimum’ required qualifications of the pool. For example, if this was a Postdoctoral General Open Pool, you
© Essential Job Duties could ask ‘Do you have a Ph.D.?’ as this would be the minimum degree requirement for all future hires.
If an applicant self-disqualifies from the General Open Pool, they will not be copied over to any future Secondary
Open Pool postings you create as they don’t meet the ‘bare minimum’, required qualifications i.e. the minimum
required degree of the position. All Secondary Open Pool postings must have qualifications that at least
meet/match the required qualifications listed in the General Open Pool.

CSTELIEERRCIBINEE | you utilize supplemental question on your General Open Pool posting, you must select the SAME supplemental

I e cl Juestion for any future Secondary Open Pool postings in order for applicant answers to copy over correctly.

estion; checking thess will make a question required.

Add a question

Included Supy ) ) )
1. To add a supplemental question, click the Add a question button. (If you

Summary S orc not using supplemental questions, skip to page 24 of this guide. )

Page 20 Colorado State UDiVel‘sity




Creating a General Open Pool Posting — Supplemental
Questions

Welcome, Test User My Profile Help | logout

Hire

Available Supplemental Questions

Add Category Question

1. You may search for a preexisting question using the
Category drop down menu, or Keyword search. COL) within 12

Once you have found an appropriate question, check the
box next to it and click the Submit button at the bottom.

Uncategorized

Uncategorized g submitta anno ment ¢ requirement to be
= - > e?

ist your EPA

2. If you are unable to find a suitable

question, select Add a new one. one you want§ Add a new one

Submit Cancel

Page 21 Colorado State University



Creating a General Open Pool Posting — Supplemental
Questions

Hire Welcome, TestUser My Profile Help | logout

Questions defined here will be "pending” approval and will not be availablefgryse in other areac of th

system until they have been approved. - -
AL RS AU SRS R il 1. Use the Name field to name your question. You

\ * . .
Name may also select a category to file it under.
Do you have a Bachelor's Degre

Category Education

2. Enter the supplemental question in the Question
field. It should directly relate to one of your
required qualifications.

Question *

Do you have a Bachelor's Degree?

Possible Answers
3. Select one of the two options under Possible Answers. Open Ended

Open Ended Answers Answers allows applicants to type a personalized response. Predefined
Answers gives the applicants set, multiple choices answers. Use
Predefined Answers if you wish to create self-disqualifying questions.
Empty answers will be excl U0

Click and drag possible answers to reorder them.

*Predefined Answers

Possible Answer 1:Yes 4. Enter the possible
answer choices to

Possible Answer 2:|No .
: ' the question above.

ible Answer 3:

Note: The system will continue to generate Possible Answer ‘slots’. Only use the

amount you need and ignore the new slots that appear, no need to delete them. 5. Click Submit.

st | ]
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Creating a General Open Pool Posting — Supplemental

Questions

Postings / Admin Professional/ Research Professional / Research Associates |, Il or Il - Open Pool (Draft) / Edit: Supplemental Questions

Editing Posting
@ Posting Details
@ Essential Job Durties
@ Position Budget Inform...
@ Alternative Appointmen...
@ Background Check Requi...

Supplemental Questions

@ Qualification Groups

@ Applicant Documents

1. To make a question
required, mark the Required
check box next to the question.
Marking a question as required
means applicants will need to
answer this question before
submitting their application.

Supplemental Questions

Adding New Posting Questions: Click on the button labeled "Add a Question". A pop up section will appear where you can add an
existing question or create a new one.

Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to the job being posted. You
can filter using the key word search or filter by gquestion category.

Assign Points or Disqualifying Respanses: Click on the question that has been added and a dropdown menu will appear where
points and disqualifying responses can be associated to the posting question.

Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes to the left of each
guestion; checking these boxes will make a question required.

e N s 2. To make a question disqualifying, click on the question.

Required
v

Category Status

Education pending

I Do you have a Bachelor's Degrae?

Possible Answers: Predefined Options

3. In the drop-down menu, check the box next to the answer you would Answer Points Disqualifying
like to make disqualifying. If an applicant selects this answer, they will Yes

self-disqualify from the pool and will automatically be placed into the

inactive workflow state ‘System determined did not meet min quals’. No [ I |

4. When ready, click Save.

Colorado State University




Creating a General Open Pool Posting

Welcome, Test User My Profile Help | logout

User Group:

CO%

University

Initiator r

Home Postings ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Research Associates |, Il or lll - Open Pool (Draft) / Edit: Supplemental Questions

Editing Posting

Supplemental Questions
@ Posting Details

@ Essential Job Duries
@ Position Budget Inform... Adding New Posting Questions: Click on the button labeled "Add a Question”. A pop up section will appear where you can add an

. i exisling qUEesLion or Create a new one.
@ Alternative Appointmen... sting ques

@ Background Check Requi... Addl dorine Posrins Quecionc There gre Dvg g gsearch for anproved pnosrine ollecric g add o the job being posted. You

Supplemental Questions Note: CSU does not use Qualification Groups. You may skip this section.
@ Qualification Groups . : e = : : _ n menu will appear where

© Applicant Documents 1. Once saved, click on Applicant Documents from the left-side menu.

- - ctheckboxes to the left of each
& Search Committee CUESTOn Checking these hoxes v P —

@ Evaluartive Criteria

Add a gquestion
@ References
@ Posting Documents Included Supplemental Questions
Summary Position Required Category Question Status
Ld Education Do you have a Bachelor's Degree? pending

Colorado State University




Creating a General Open Pool Posting — Applicant Documents

Hire Welcome, Test User My Profile Help @ logout

User Group:

Initiator

[ P Do Shortcuts

Note: On the Applicant Documents tab, select the documents Or 111 - Open Pool (Draft) / Edit: Applicant Documents
applicants will need to attach to their applications when
applying to the General Open Pool Posting. 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. Any documents selected here will
need to be listed in your Special Instructions Summary field.

ith this item, and those that may op EEERYY/gl=1a] complete, click Save.

A i \ 1 P -
e Order Name ot Use Optional Require

@ Background Check Recli

- P Cover Letrer
@ Supplemental Questiofs Cover Lecter

@ Qualification Groups

Resume or CV

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. Please note, the
same documents and their order will need to be selected on the Secondary Open
Pool Posting to allow for the documents to copy over correctly.

Unofficial Transcripts
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Creating a General Open Pool Posting

Welcome, Test User My Profile Help  logout

User Group:

Initiator v

University

Home Postings ~ ) s~

Postings / Admin Professional/ Research Professional / Research Associates |, Il or Il - Open Pool (Draft) / Edit: Applicant Documents

Editing Posting .
@ Posting Details
@ Essential Job Duties
@ Position Budget Inform... Select the documents to be required with this item, and those that may optionally be attached.

Alrermarine Ao e , .
@ Alternative Appointmen... Order  Name Not Used Optional Required

@ Background Check Requi..
Ver ar .
@ Supplemental Questions ! cover Letrer

@ Qualification Groups

Note: The Search Committee and Evaluative Criteria sections are not used

© Search Committee when creating General Open Pool postings and may be skipped for now.

& Evaluartive Criteria

© References 1. Once saved, click on the References section from the left-side menu.

] Posting Documents

Summary

List of Professional References 5

un

6 Unofficial Transcripts C
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Creating a General Open Pool Posting — References

Welcome, Test User My Profile

User Group:

C%

Universiry

Initiator v

Home Postings ~ Shortcuts ~

Paostings / Admin Professional/ Research Professional / Research Associates |, Il or Il - Open Pool (Draft) / Edit: References

Editing Posting

@ Posting Details
@ Essential Job Duries

@ Position Budget Inform...
Al _— ; o 1 [0 ( ) eir application. Applicants
B IR LT S 1. Enter the minimum and maximum number of references you wish to submitted references

collect from each applicant. Please note, the number of reference selected  CUENRRERERER-MLELRE

Note: This page is used to here will need to be selected on the Secondary Open Pool Posting.

select how many references
you wish appllcants to list o mr————
when applying. References

Maximum Number of
@ Evaluative Criteria References

| Rererences Y
Accept Reference
@ Posting Documents Letters .
Note: These fields may be left blank.
Summar'y

Last Day a Reference
Provider Can Submit
Reference Letter

Colorado State University




Creating a General Open Pool Posting

Welcome, Test User My Profile

User Group:

(e 4 (7 Initiator v

Home Postings ~ Shortcuts ~

Paostings / Admin Professional/ Research Professional / Research Associates |, Il or Il - Open Pool (Draft) / Edit: References

Editing Posting

@ Posting Details

@ Essential Job Duries

@ Position Budget Inform... #¢ Check spelling

This page allows you to set specifications on any references you want applicants to submit as part of their application. Applicants

that reach a specified status (set upon posting creation in the Settings tab of the posting) will have their submitted references

@ Background Check Requi... emailed, requesting these references provide a recommendation on the applicant. References will click on a link and be guided to
the applicant portal where they will fill out a standard form and/or upload a letter of recommendation.

References

@ Alternative Appointmen...

@ Supplemental Questions

@ Qualification Groups
Minimum Number of
@ Applicant Documents References

@ Search Committee
Note: Posting Documents (minimum qualifications screening form
and applicant rating sheets) are not required for the General Open
Pool Postings but are required on Secondary Open Pool Postings.

& Evaluative Criteria

References

< Posting Documents

summary

1. Once saved, click on Summary from the left-side menu.

lose posting date.
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Creating a General Open Pool Posting — Summary

Welcome, Test User My Profile Help | logout

User Group:

Initiator

Shortcuts ~

Search Results: Previous

Take Action On Posting v

ates |, Il or Il - Open Pool (Draft) / Summary

Note: The General Open Pool Posting Summary page displays all
of the information filled in for each field. In addition, new links
appear across the top: History (all transactions associated with the
posting) and Settings (which department the posting resides and
other information). To access these areas, simply click on the tab.

Posting: ResearchjAssociates |, Il or lll - Open Pool (Admin Professional/|Research Professional)

Edit Note: In addition to summary information about your
Current Status: Draft General Open Pool, you may also ‘See how Posting
looks to Applicant’, print preview the ‘Applicant
View’ of the posting, or ‘Print Preview’ the whole
Professional posting as it is viewed internally. You can also add
ii‘;f.ﬁg"g;;;""ege of TMS the posting to your Watch List. Doing so will allow

you to track the posting on your TMS homepage.

Position Type: Admin Created by: Test User
Professional/ Research Owner: Test User

Summary Histary
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Creating a General Open Pool Posting — Move in Workflow

(from Initiator to EO Coordinator)

Hire Welcome, Test User My Profile

User Group:

Initiator v

University

Home Postings ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Research Associates |, Il or Ill - Open Pool (Draft) / Summary Search Results: Previous

Take Action On Posting w

Keepworking on this Posting

D 1. Once you have sufficiently reviewed the posting and are
ready to move it to the EO Coordinator for review, hover
over the Take Action On Posting button and select Standard
Search Process / AAR (move to EO Coordinator Review). WORKFLOWACTIONS

Standard Search Process / AAR

irnove to EQ Coordinator
Review!
Posting: Research Associates |, | €0 coordinator Review (move to 0 rofessiO peaczzn frmove to Iniiaton inal)
Coordinator Review)
Edit Comments (optional) Promuotional Announcement
Current Status: Draft irmove to OED Promotional
Announcerment Review)
Position Type: Admin Created by: Test Us
Professignal/ Rese Ol oo T User J
2. You may add relevant = z Note: Promotional Announcement (move
comments for the EO Coordinator to OEO Promotional Announcement
in the optional Comments box. : P I Cancol Review) workflow should only be selected
When ready, click Submit. if you are creating a Promotional

Announcement posting in the system.

Please review the details of the posting carefully before continuing.
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Creating a General Open Pool Posting — Move in Workflow

(from EO Coordinator to Hiring Authority)

Hire Welcome, Test User My Profile Help | logout
Cokw User Group:
University I EQ Coordinator v I

Home Postings ~ Shortcuts ~
Postings / Admin Professional/ Research Professional / Research Associates |, Il or Il - Open Pool (EO Coordinator Review) / Summary Search Results: Previous
[ |

Take Action On Posting v

1. Once the EO Coordinator has sufficiently reviewed the posting and is Keep working on this Posting
ready to move it forward to the Hiring Authority for review and approval, they
will hover over the Take Action on Posting button and select Standard

WORKFLOW ACTIONS

Standard Search Process (move

Search Process (move to Hiring Authority Review and Approval). e R e
Approval)
. . T R N IV T UR N - . Return to Initiator (move to Ls

Posting: Research Associates |, Il or RSSIO  initiator) ssional)

Edlt Alternative Appointment

Standard Search Process (move to Hiring Request (move to Hiring
l Current Status: EO Coordinator Re'-.*iewl Authority Review and Approval) Authority Aleernative

Position Type: Admin Created by: Test User Comments (optional) Appointment Approval)
Professional/ Research [ owner EO Coordinatorl '

Professional
Department: College of TMS

Training (0000) 2. The EO Coordinator may add any
_ 4 relevant comments in the optional
Summary History Settings Applicants Comments box. When ready, they

Eubmit - will click Submit.

Please review the details of the posting carefully before ¢
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Creating a General Open Pool Posting — Move in Workflow

(from Hiring Authority to OEO)

Hire Welcome, Test User My Profile Help @ logout

mkw Llser Groun-
University F I Hiring Authority v I
Home Postings ~ Hiring Proposals ~
Postings / Admin Professional/ Research Professional / Research Assaociates I, Il or Il - Open Pool (Hiring Authority Review and Approval) / Summary Search Results: Previous
—
D __ : ] : Take Action On Posting w

1. Once the Hiring Authority has reviewed the posting,

they will hover over the Take Action on Posting button and Keep working on this Posting
select OEO Final Approval (move to OEO Final Review). WORKFLOW ACTIONS

Alternative Appointment
Request imove to Signature
Authority Alternative

. . Appoi A I3 .
Posting: Research Associates |, Il or = [ sional)
eturn to lnitiator imove to
Edit Approved {(move to OEQ Review and Initiator)
Approval)

Return to EQ Coordinator
frmove to EQ Coordinator

[ Current Status: Hiring Authority Review and Approval | Comments (optional)

Position Type: Admin Created by: Test User [ ] Review!

Professional/ Research I Owner Hiring Authority :

Professional QED Final Approval {move to
-I iDEQ Final Review)

2. The Hiring Authority may add . )

any relevant comments for OEO.

When ready, they will click Submit. : e I =

Please review the details of the posting carefully before continuing.
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Creating a General Open Pool Posting — Move in Workflow

(from OEO to ‘Posted’)

Hire Welcome, Emily Rogers My Profile Help

O

Universicy

logout

User Group:

OEO v

Applicants Hiring Proposals ~ Onboarding Events ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Research Associates |, Il or Il - Open Pool (OEQ Review and Approval - In Progress) / Summary Search Results: Next

| —
Take Action On Posting w

Keep working on this Posting
WORKFLOW ACTIOMS

EQ Coordinater Review (move
to EO Coordinator Review)
Return (move to Hiring
Authority Review and Approval)

Posting: Research Associates |, Il or lll - Open Pool (Admin Professio , " " ssional)
Approved (move to OEQ Review
Edit and Approval)

. SR . e Alternative Appointment

Current Status: OEC Review and Approval - In Progress o ) R
Approved (move [o Alternative
Position Type: Admin Created by: Test User Appointment Approved)
Professional/ Research Alternative Appointment
Professional Declined (move to Alternative
Department: . . . . . Appointment Declined)
S 1. Once OEO has sufficiently reviewed the posting, they will hover over the ——
Take Action On Posting button and select Posted (move to Posted). e |

E Delegate to Initiator (mave to

LM mary . \
nitiator)

Delegate to Admin Help (move

] ) ) o to Delegate to Admin Help)
Please review the details of the posting carefully before continuing.
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General Open Pool Posting will appear on the CSU Jobs
Website

| COLORADO STATE UNIVERSITY

Jobs @ Colorado State University

Search Postings (28) [

# Home
View all open Postings below, or enter search criteria to narrow yvour search.
| Q, Search Jobs
Keywords Posted Within e— .
+ Create Account Any time period ¥
=% Log In
Position Type Department
? Help No Selection No Selection
State Classified CSU Events + Donor Engagement
Admin Professional/ Research Profes: Academic Advancement Center
Faculty Academic Computing and Netw... -

View Results (28)

Job Title

Note: Once the General Open Pool Posting has been placed  jiiiads
into the ‘Posted’ workflow state, the job will automatically

Research Associates I, IT or appear on the CSU Jobs website, Connecting Colorado,

I1T - Open Pool Indeed.com, and HigherEdJobs.com. At this point you may
begin advertising in your other selected recruitment venues.

The department accepts applications on an ongoing ba
Temporary, Special, or Regular Research Associate pos
within the levels are done on a case-by-case basis with factors that include the complexity of resea...
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Email notification

Colorado State University

Hello Test User,
The Research Associates |, Il or Ill - Open Pool position (Pasting # 201800488AP) has been placed in the status of “Posted ”

Advertising for this position can now begin. Please work with your support staff if you will be posting this announcement in other venues.

Position #:

Job Title: Research Associates | 11 or Il - Open Pool Note: The Applicant Manager will receive an email notification

from the system once the posting has been approved.

Department: College of TMS Training

Thank you,

Office of Equal Opportunity
oeo@colostate edu
970-491-5836

f you have an issue or questions please see our training website at hitp//oeo.colostate.edu/talent-management-system-tms or email OEQ at oeo@colostate.edu

Colorado State University




You have now completed Step #1 of the Open Pool Process, the creation of a
General Open Pool posting.

From here, your General Open Pool posting will begin to accumulate applicants.
When a job opening or new vacancy has been identified in your department, you
may move forward to the Open Pool Step #2 quide located here.

Step #2 will cover the creation of a position description in preparation to hire out of
a Secondary Open Pool Posting.

Colorado State University



https://oeo.colostate.edu/media/sites/160/2017/05/How-to-Create-and-Utilize-Open-Pools-Step-2.pdf

Need further help?

Please visit the Talent Acquisition’s
website for more resources on the CSU
Talent Management System (TMS) at:
https://oeo.colostate.edu/talent-
management-system-tms/

For additional help, contact
Talent Acquisition at:
(970) 491-5836
or
HR TA@colostate.edu

Colorado State University


https://oeo.colostate.edu/talent-management-system-tms/
https://oeo.colostate.edu/talent-management-system-tms/
mailto:HR_TA@colostate.edu



