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How to Hire Out of an Open Pool

Once a new vacancy associated with your General Open Pool Posting has been
identified, the Initiator will create a new, or in most cases modify a current position
description to be used to complete the hire.

This position description should capture all the details (including name and required
and preferred qualifications of the specific laboratory or hiring department) that are
specific to the new position/vacancy (not just the General Open Pool).

Note: Preparation of the position description can be done AHEAD OF TIME if the
department knows a position will be vacant/needed. If you already have an approved
position description available, skip ahead to Step 3.

This guide takes place on the ‘Positions’ side (module) of the TMS . The following 6 pages
will demonstrate how to Modify a position description. For instructions on how to Create
or Clone a position description, please skip forward to page 9.
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Modifying a Position Description that will utilize an Open Pool

Position Management Welcome, Emily Rogers My Profile Help logout
O Applicant Tracking System 1. Select the P03|_t|on Management module by clicking User Group:
on the three dots in the top-left corner of the screen. —
nitator

O Position Management
Descriptions Classifications ¥ Shortcuts v
4@ Employee Records

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

128 Filled Postings
Last 30 days

N

: Postings & Users 433 Hiring Proposals 27 Position Requests 152
Analytics Dashboards

pecial Handling Lists

CURRENT STATE DAYS IN CURRENT STATE
I Admin Prof
nator, Philanthropic Operations OEO Final Review
|

formation Resou N 2mSs OEO Preview

Applicants Per Day
shimura OEO Final Review ¢ Last Week

Biology

OEO Final Review
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Modifying a Position Description that will utilize an Open Pool

Positions Welcome, Test User My Profile Walkthrough
CO% N User Group:

University

Initiator Y

Position Descriptions ~ Classifications ~ Note: position descriptions can be found in two

State Classified separate areas. Positions that have been
Welcome to | state Classified Position Requests created or modified and are either moving
through the approval process or have been
saved for later can be found under the
‘Requests’ options.

Admin Professional/ Research Professional

Admin Professional/ Research Professional Positior) Requests

sEs 1
Inbox Faculty

Faculty Positio

Requests Once a created position or position
modification has been approved, the updated
position can be found in the position ‘library’
(the library options are those without
‘Requests’ in the name). If you are creating a
position description for the first time or are just
starting a modification, you will start in the
There are no results to be displayed. position ‘library’.

831 1. Click on position descriptions in the top menu and select Admin
Professional/Research Professional from the drop-down menu.

I Fvaluated Applicants
I Unevaluated Applicants

Watch List Postings ~ Hiring Proposals = Position Requests 1

5 Committees Served By

SEARCH Department last 365 Days

Unwatch Postings
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Modifying a Position Description that will utilize an Open Pool

Positions Welcome, Test User My Profile  Help

Unibversity
Home Position Descriptions ~ Classifications ~ Shortcuts ~

logout

User Group:

Initiator v

Paosition Descriptions / Admin Professional/ Research Professional

Admin Professional/ Research Professional
Position Descriptions

Saved Searches w Research Associate

Add Column: | Add Column
< Active Note: To search for an existing position
description to modify, enter the title or key
words associated with the position
description into the main search field. Or,
Last Name: click on the More Search Options button to
drop down the advanced search menu. Then

Ad hoc Search b 4 Admin Professional/Research... type the F_’OSItIOﬂ Ngmber in the Position
Number field and click Search.

Status:

| Position Number: [024680.0001

Department: Department

1. Click on the working title of the position you wish to modify.
(Actions)
Position Employee  Employee
Working Title Number Department First Name Last Name Supervisor Status
Research Associate 11 - ; College of TMS Training Coordinator for Talent Management System . -
TMS Lab 0245680.0001 (0000) (Emily Rogers) Active ACHONS w
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Modifying a Position Description that will utilize an Open Pool

Positions Welcome, Test User My Profile Help logout

User Group:

Initiator v

Position Descriptions ~ Classifications Shortcuts ~

Position Descriptions / Admin Professional/ Research Professional / Research Associate Il - TMS Lab

=

g Print Preview

Q Print Preview (Employee View)

* View Supervisor
* Modify AP Position

Position Description: Research Associate Il - TMS Lab (Admin Professional/JResearch
Professional) 1. Click on Modify AP Pasition.

Current Status: Active

Position Type: Admin Created by: System Account
Professional/ Research
Professional

Department: College of TMS
Training (0000)

Summary History Associated Classification

& Position Justification
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Modifying a Position Description that will utilize an Open Pool

Paositions Welcome, Test User My Profile Help

User Group:

Initiator v

Classifications ~ Shortcuts ~

Position Descriptions / Admin Professional/ Research Professional / Modify AP Position $¥

Start Modify AP Position Position Request on Research Associate Il - TMS Lab?

Once it has been started, this position request will lock the position description from other updates until the position request has completed.

1. Click Start.

Colorado State University




Modifying a Position Description that will utilize an Open Pool

Home Position Descriptions ~ Classifications ~

Shortcuts ~

Position Requests / .. / Maodify AP Position / Research Associate Il - TMS Lab / Edit

Editing Position Request

Position Justification

& Classification Selection

Position Justification

=Es

@ Position Details

#2e Check spelling
* Required Information

Reason for Modification

@ Essential Job Duties

& Functional Attributes

egrae Exception Reviaw

1. Once you click Start you will be taken to the
Position Justification section of the position

description. Check a Reason for Modification to
help Human Resources prioritize the request.
More than one option may be selected.

Position Request summary

Reason for Position
Modification

Vacant/Meed for Posting

alary/Off-cycle request

ob Title Changs - Salary Adjustment

ob Title Changs - without a salary adjustment
eorganization

ransfer position to new Department/Unit
LSA Review

al¥ Request/Update

hange in duties

romotion

romotion (RA Series requiring an AAR)

hange in Empleyment Category {to or from regular)
osition Reclassification

eplacement of Supervisor

pdate Position Description

udget Update

ther
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Creating a Position Description that will utilize an Open Pool

To continue the modification request, skip ahead to page 15.

The following 5 pages will demonstrate how to Create a new position description.
While Creating a position description may be necessary in some situations, Human
Resources highly encourages the modification and use of current, unoccupied position
descriptions if they are available as opposed to creating new ones.

Colorado State University




Creating a Position Description that will utilize an Open Pool

Positions Welcome, TestUser My Profile Help logout AGaIGli]

1) Hire 1. Select the Positions module by clicking on the User Group:
three dots in the top-left corner of the screen. B
1) Positions Initiator
4D Onboard Descriptions ~ Classifications ~ Shortcuts ~

ine R it t Syst "
ine Recruitment system 2. Select Initiator from the

Colorado State University User GAI'OUp drop-down menu.
Employee Portal Postings Hiring Proposals 2 : R Onboarding Tasks . PPITLe

Postings Hiring Proposals Position Requests 1

5 Committees Served By
Department last 365 Days

Unwatch Pos
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Creating a Position Description that will utilize an Open Pool

Positions Welcome, Test User My Profile Walkthrough
CO% N User Group:

University

Initiator Y

Position Descriptions ~ Classifications ~ Note: position descriptions can be found in two

State Classified separate areas. Positions that have been
Welcome to | state Classified Position Requests created or modified and are either moving
through the approval process or have been
saved for later can be found under the
‘Requests’ options.

Admin Professional/ Research Professional

Admin Professional/ Research Professional Positior) Requests

sEs 1
Inbox Faculty

Faculty Positio

Requests Once a created position or position
modification has been approved, the updated
position can be found in the position ‘library’
(the library options are those without
‘Requests’ in the name). If you are creating a
position description for the first time or are just
starting a modification, you will start in the
There are no results to be displayed. position ‘library’.

831 1. Click on position descriptions in the top menu and select Admin
Professional/Research Professional from the drop-down menu.

I Fvaluated Applicants
I Unevaluated Applicants

Watch List Postings ~ Hiring Proposals = Position Requests 1

5 Committees Served By

SEARCH Department last 365 Days

Unwatch Postings
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Creating a Position Description that will utilize an Open Pool

Positions

Welcome, Test User My Profile Help

User Group:

Universiry

Initiator v

Home Position Descriptions ~ Classifications ~

Position Descriptions / Admin Professional/ Research Professional 1

Shortcuts ~

Admin Professional/ Research Professional | heyeeE ew Posmon beserption |
Position Descriptions

1. Click on + Create New position description.

Saved Searches v Q More Search Options v

Search Keyword

Admin
Professional/Research..

"Admin Professional/Research Professional Positions" {}) Selected records ()

Clear selection? Actions v

(Actions)
Position Employee Employee
Working Title Number Department First Name Last Name Supervisor Status
Academic Success N College of TMS Coordinator: Search Approvals & Office . Arriomn
Coordinator 012345.0007 1aining (0000} Operations (Becca McCarty) Active Actons v
Research Associate |l - ‘ College of TMS Coordinator for Talent Management System : T
TMS Lab 024680.0001 Training (0000) (Emily Rogers) = Active AcClions »
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Creating a Position Description that will utilize an Open Pool

Positions Welcome, TestUser My Profile Help logout

User Group:

Note: There are two options available when creating a new position description. itiator

Option 1: Creating a blank, completely new position description. No information will be
populated and you will be required to fill in all of the fields. Shortcuts ~

Option 2: Cloning a current position description. In doing so, the new position
description will pull over all of the populated fields and information associated with the
cloned position description. Use this option if you need to create an identical position
description to one that already exists. This can be helpful when hiring multiple people
for the exact same position.

2. Click Start Position Request.

Start Position Request

To create a new Position Description, select a title and Organizational Unit. Select a Position Description bl SiRelVe glel{cR@]ojilo]g I WECTaI I M eld (lyls)
Description. Title for the position description in the

Working Title field. Ensure that the title is
Working Title * — unique to the hire i.e. the name of the lab
the hire will be working in. DO NOT

Organizational Unit include ‘Open Pool’ in the Working Title.

*

Division * o ce President Note: The Organizational Unit details
may or may not be editable by the
Initiator. If you only have access to one
department in TMS, your assigned
Division, Academic/Reporting Area and
Department * 0 Department will automatically pull

through. If you are assigned to multiple

Academic/Reporting Area College of TMS Training

departments/units, select the correct
Q More Search ¢ Unit for this new position.
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Cloning a Position Description that will utilize an Open Pool

1. If you chose Option 2, cloning an existing position description,
scroll down to the bottom of the Create New page.

Saved Searches v Research Associate Q More Search Options v

Add Column: | add Column

Note: To search for an existing position

Status:

Active Nl .
- description to clone, enter the title or key
|Eosition Number: 024680 words associated with the position
Department: | peparrment description into the main search field. Or,
et Name. click on the More Search Options button to
astiame: drop down the advanced search menu. Then

type the Position Number in the Position

Clone an existing Position Description? gy e e elE R Seaud.

Ad hoc Search X Admin Professional/Research. ..

Ad hoc Search

(Actions)
Position Employee Employee
Working Title Nurmnber Department First Name Last Name Supervisor Status
Research Associate Il - ’ College of TMS Training Coordinator for Talent Management System . Arriem
n TMS Lab 024680.0001 (0000) (Emily Rogers) = Active ACOions w

2. Select the radio button next to the working title of

" o . 3. Click Start Position Request. iti
the position description you wish to clone. g L
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Filling in the Position Description — Position Justification

Positions Welcome, Test User My Profile Help logout

User Group:

Note: The following slides will demonstrate how to fill in a position description, regardless of whether or —

not if it was started from a modification, a create new action or cloned from an existing position. Please

note, when modifying a position description, you will need to select a Reason for Maodification, normally Shortcuts ~
found on the Position Justification section. Created or cloned positions will not have this option.

Editing Position Request

LB BRI Note: If you are cloning or modifying a position m

description, fields that were previously filled in will
populate in certain areas. Be sure to review all of
these fields and make any edits as necessary.

1. Fill in the Justification of Need field
with as much detail as possible. This

e helps HR determine how to prioritize
on Documents esearch projects in the lab. the many requests they receive.

Justification of Need

Position Request Summary

2. Select Yes or No from the Is this

position gift or grant funded field.
Is this position gift or
grant funded?

3. If applicable, enter the percentage
Please indicate the of gift or grant funding in this field,

percentage of gift or q
grant funding for this otherwise, enter O.

position.

Page 15 Colorado State University



Filling in the Position Description — Position Justification

Is this position gift or
grant funded? Yes ¥

Please indicate the
percentage of gift or
grant funding for this

This field is required.

position. If this position is not gift or grant funded, please enter in 0

.

1. If applicable, enter the Source Funding
for the position, otherwise enter O.

I Source Funding 5-3 funds

THLTT TUTIUS, (16, Oa, S7 OF U 1oL BNl

Check the box if this
position is a State
Classified to
Administrative
Professional conversion

Note: These two fields may be skipped.
If this position is SC to
AP conversion please
provide the State
Classified title, name of
employee, and position
number.

2. When ready, click Next.

Colorado State University




Filling in the Position Description — Classification Selection

Position Descriptions ~ Classifications ~ Shortcuts =

Position Requests / ... / Maodify AP Position / Research Associate Il - TMS Lab / Edit

Editing Position Request Classification Selection

Position Justification

P . |
Classification Selection

-

@ Position Details is opfiona is informati is tab will b ' and completed by Human ResSi VYIS ready, click Next.

Note: On the Classification Selection page you may choose to select the position’s
classification. However, Human Resources will review and complete classification

information for you later on in the approval process. If this is a cloned or modified
position description, the classification details will automatically pull over.

Classification Information

@ Employee
@ Position Documents Classification Title Research Associate |l
Position Request summary Classification Code 009288

Occupational Group Description
Classification Level Description
Salary Grade

Min Salary

Mid Salary

Max Salary

Classifications - Filter these results

Colorado Statellniversity




Filling in the Position Description — Position Details

Positions Welcome, Test User My Profile Help logout

User Group:

Initiator

Classifications = Shortcuts ~
Position Requests / ... / Create New AP Position [/ Research Associate Il - TMS Lab ¢ Edit

Note: Begin to fill out the Position Details page. If this is a cloned or modified position, many of the
fields found on this page will already be filled in. Please review and make any necessary updates.

<

n Informe
If you need to change the Class
Classification Title

Note: Classification information

Classification Code 0 .
) selected on the previous page
will pull through here.

Salary Grade

ocuments
Position Request summary Min Salary
Mid Salary X . "
Note: The Working Title will pull
Max Salary through from the Create New
S S page or the previous Working
Position Information Title will pull through if you
Working Title Research Associate Il - TMS Lab cloned or modified a position.
Make any needed updates here.

Note: If this is a new or cloned
position description, the Position

Nkyots el i) s e

Page 18 Colorado State University



Filling in the Position Description — Position Details

Supervisor Email
Address

1. Enter the position’s supervisor’s

emily.rogers@colostate.edu .
Y199 email address.

Employment Category

N v .
Special I 2. Select an Employment Category.

40,000-45,000

I Proposed Annual Salary

Range R T P R TR e 22 g 3. Enter the salary or salary range.
Note: These two fields will not be Salary Basis 12-month assignment ! 4. Select a Salary Basis
editable. Human Resources will m— —
update the FLSA field if needed. PrrEKEmpE

Department College of TMS Training

5. If this is a new position

description, fill in the Description of
the Work Unit field. If you modified
or cloned an existing position
description, the Description of
Work Unit field may already be
filled in. Review and make any

Description of Work Unit

The Department of TMS Training:

This interdisciplinary department contains over 25 faculty with strong
international reputations and a track record of extramural support.
Faculty research interests are focused in cellular, molecular and
integrative biology, reproductive biology including gonadal function,
and neurobiology with relevant emphasis in areas related to neuronal P

necessary edits.

6. If this is a new position

Mission statement, services provided by the job

posting. This |

department, marke I._.'-."-.‘g ranguage, elc. that will populate

nformation m ay be found on rtment website

VOUr €

description, fill in the Position
Summary field. If you modified or
cloned an existing position
description, the Position Summary Position Summary
field may already be filled in.
Review and make any necessary
edits.

This position is responsible for (1) training and overseeing the research
projects of multiple students in the lab, (2) overseeing all general lab
operations, and (3) leading/participating in/providing expertise on
molecular and genetic research projects in the lab. The RAIl oversees
the ordering of all supplies/reagents, the maintenance of all equipment
and working areas, the maintenance of Drosophila lab cultures, the
making of all culture food for the lab.

Colorado State University




Filling in the Position Description — Position Details

1. Fill in the Position Supervises
field. If this position will not be
supervising, enter ‘None’. If this
is a cloned or modified position,
ensure that the information is
correct or make any necessary

changes.

2. Fill in the Decision Making
field. Use the Help Text below
this field to determine what needs
to be entered. If this is a cloned
or modified position, ensure that
the information is correct or make
any necessary changes.

3. Check all the boxes that apply
to this position in the Conditions
of Employment section. Ensure
that the top Pre-employment
Criminal Background Check box
is selected. All other boxes are
optional.

Position Supervises

Undergraduate students

vees will

How many employees

(SC/AP/Fac

this position supervise? Include titles and employment groups

dent/erc. ).

Decision Making

Conducts independent and collaborative research, manages laboratory
operations, determines supplies and equipment inventory needs, and
supervises/trains undergraduate students. The RAIl makes decisions
regarding purchasing of all supplies/reagents, and together with the PI,
makes decisions about hiring work-study students that aid the RAIl in lab
maintenance duties, repairing and purchasing of larger equipment.

Provide specific examples of decisions at the highest level of significance that are related to
Duties of the position, are regular and on-going, do not require supervisory approval, and d

o YT - g
the duties are performed.

the Essential Job

etermine how

Conditions of
Employment

#| Pre-employment Criminal Background Check (required for new hires)
Pre-employment Physical
Pre-employment Drug Testing
Ongoing Functional Capacity Testing
Valid Driver's License
Essential Services Designation
Shift Work
On-call 5tatus
#| Use, Handling, or Exposure to hazardous materials |[Ethidium Bromide
Use of Firearms or Other Weapons
Travel

Special Requirements/Other

Colorado State University




Filling in the Position Description — Position Details

1. Fill in the Required Job
Qualifications of the position.
Please note, the qualifications
on the position description must
at least match the base
requirements of the General
Open Pool Posting but may be
more in depth to make them
specific to the lab. This can be
done by adding additional * Experience with Drosophila genetic techniques.
qualifications or increasing the
years of experience or the Preferred job
degree required for that specific Qualifications
research level.

Required Job
Qualifications

Note: If you wish, fill in
Preferred Job Qualifications
of the position. If you listed
preferred qualifications on
the General Open Pool
Posting, the same preferred
qualifications must be added
to the position description.
Additional preferred
qualifications may be added
as well.

2. Enter the name of the Hiring
Authority in the Hiring Authority .1 Hiring Authority
field. Ensure that the individual
who will cpmplete_ the.hir?ng | s this an Hourly . 3._Select Yes or N_o_ from the Is

proposal is listed in this field. “ position? ‘ this an Hourly position drop-down.

4. Enter the Work Hours/Week 1 Work Hours/Week
in this field. If this is an hourly
position, enter O.

5. When ready, click Next.
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Filling in the Position Description — Essential Job Duties

Positions Welcome, Test User My Profile Help @ logout
CO% C_M User Group:
5
F nieruty i'fe Initiator

Home Position Descriptions Classifications Shortcuts ~

Note: On the Essential Job Duties page you will need to fill in at least two
‘job duties’ which total 100%. This includes the Job Duty Category,
Duty/Responsibility, and Percentage Of Time the job duty is performed.

Essential Job Duties two Essential Job Duties for the position to be approved.

! 1
@ Functional Attributes cntial Job Duties

1. To add a job duty, click the Job Duty Category
Add Essential Job Duties

Entry button at the bottom of

the page. If this is cloned or quipment inventory.
modified position, the student workers.
Essential Job Duties may s/reagents - this involves
already be filled in. Review

and make any edits if needed. Percentage Of Time

Ensure that all job duties add Remove Entry? ' _ o 2. When ready, click Next.
up to 100%. :

>h lab operations,

Duty/Responsibility

Add Essential Job Duties Entry

<< Prev \ Next >> ]
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Filling in the Position Description — Functional Attributes

Positions Welcome, Test User My Profile Help logout
G)% User Group:
University Initiator v

Classifications ~ Shortcuts ~

b / Edit

Note: On the Functional Attributes page please select the
physical demands, mental functions, environmental conditions &
physical surroundings, and hazards associated with the position.

If this is a cloned or modified position, this page may already be
filled in. Review and make any edits if necessary.

2. When ready, click Next.

© Essential job Duties Select the frequency of use for each of the physical demands listed below.

Functional Attributes ) ]
S ) | " o full definition/description

@ Position Budget Inform...

Exertion of Force B - Light v
@ Background Check Requi...
© Supervisory Position Sitting S = Some of the time (less than 50% of the time) ¥
@ Position Documents Standing S = Some of the time (less than 50% of the time) *
Position Reques[ SLII""'II""WEII"y' Climbing N N
= Never v
BB|EI'ICiI"'Ig R= Rarew (less than 10% of the time} v 1 TO make a SE'GCIIOH, CIle on
Please select the drop-down menu next to each
Stooping A = All of the time (90% or more of the time) category and select one of the
M = Most of the time (50% or more of the time) . . .
Kneeling S — Some of the time (less than 50% of the time) options that best aligns with the
R = Rarely (less than 10% of the time) physical demands of the position.
. N = Never
Crouching

Colorado Statellniversity




Filling in the Position Description — Position Budget Information

Positions Welcome, Test User My Profile Help
User Group:
% Nat? Initiator v

Classifications ~ Shortcuts ~

Note: The Position Budget Information page is optional but recommended as it can
be helpful when managing funding from multiple grants. You may click on the Add
Budget Summary Entry button to complete the Budget Account Number,
Percentage Funded, and Budget Account Name fields. If this is a cloned or modified
position these fields may already be filled in. Review and make edits if necessary.

2. When ready, click Next.

& Position Details BC Check 5|]e||ing

Budget Summary

Budget Account Number

& Essential [ob Durties

@ Functional Attributes

Position Budget Inform._..

Percentage Funded

& Background Check Requi...

- ] - Budget Account Name
& Supervisory Position €

& Position Documents Remove Entry?

Position Request Summary
Add Budget Summary Entry

e | e |

Colorado Statellniversity




Filling in the Position Description — Background Check Requirement

Paositions

CO%

Unifversity

Welcome, Test User My Profile

Help  logout
User Group:

Initiator

Home Classifications ~

Position Descriptions ~

Shortcuts ~

Note: The Background Check Requirement page allows you to select any

rehires. If this is a cloned or modified position, previous background check
selections will pull through. Review and make edits if necessary.

W E Pluile

crimimal msory b

olorado State University requiires
) < erformed on the

® Essentia und checks to k

@ Functi
& Po

n
round Check Reguirement

ition Budget Inform... Education Check: |s an
educational degree
check desired?

Background Check Requi... No ¥
@ Supe

@ Po

Financial History Check:
does the position reside
in Student Financial
Services

tion Documents

Position Request Summary

1. All drop down choices on this
page are optional, with the
exception of the required Motor
Vehicle background check
option. You must select either
‘Yes’ or ‘No’.

Motor Vehicle Record
Check: does the position
require driving a motor
vehicle (i.e. university
owned, personal, rental,
etc.) on a routine basis
to conduct university
business?

Page 25

additional background checks the department wishes to conduct for this position in
addition to the automatic criminal history background check for new hires and

2. When ready, click Next.

for all new hires. Select “Yes'

Note: If a Motor Vehicle Record Check is required for this
position, this must be reflected in the ‘Required Job
Qualifications’ field by adding the language “Must have a
valid driver’s license or the ability to obtain a driver’s
license or access to a licensed driver by the employment
start date”. ‘Valid Driver’s Licenses’ must also be selected

in the ‘Conditions of Employment’ multi-select field.

Colorado Statellniversity



Filling in the Position Description — Supervisory Position

Positions Welcome, Test User My Profile Help  logout

User Group:

Initiator v

University

Note: On the Supervisory Position page select the current supervisor for Shortcuts ~
the position. If you are modifying a position or cloning a position, this
area will most likely already have existing selections. To replace a

selected supervisor, follow the same instructions as selecting one for the
first time.

® Classification Selection
@ Position Details Please select the Supervisor for this position.
@ Essential Job Duties Selected Supervisor

@ Functional Attributes

Job Title Coordinator for Talent Management System view

@ Fosition Budget Inform....

. Position Numb
@ Background Check Requi_.. ostion umber

Supervisory Position Position Type Admin Professional/ Research Professiona

@ Position Documents Org Unit Equal Opportunity (0160)
Position Request Summary First Name Emily
Last Name

1. To select or change the supervisor,

Email
click on the Filter these results button or

select their name from the list below.

Position Descriptions {Filter these results

Colorado State University




Filling in the Position Description — Supervisory Position

Positions Welcome, Test User My Profile Help | logout
User Group:
Initiator v

Classifications Shortcuts

Position Requests / . / Create New AP Position / Research Associate Il - TMS Lab / Edit
Editing Position Request . "
g q Supervisory Position

& Position Justification

@ Classification Selection 5 5
' ' 1. In the pop up window, type in

© Position Details Please I McCarty the supervisor's name. Be sure to
® Essential Job Duties Select select their Position Type
Positi - :
@ Functional Attributes TDS1 ]cn |Adr11’n Professional/ Research Professional ™ | (FaCUIty_’ Administrative .
fg;e;: (i State Classified Professional, or State Classified)
@ Position Budget Inform. . Il imin Professional/ Research Professional from the Position Type drop-
@ Background Check Requi... — — down menu then click Search.

- ™ Position
Supervisory Position Number:
@ Position Documents Department:| Department

Position Reguest Summary Last Mame:

Search Cancel

Position Descriptions - Filter these results

Colorado State University




Filling in the Position Description — Supervisory Position

Editing Position Request Supervisory Position

@ Position Justification

@ Classification Selection
. e i 2. Click Save.

@ Position Details Please select the Supervisor for this position.

@ Essential Job Durties Selected Supervisor

@ Functional Attributes

B Job Title Coordinator for Talent Management System view
@ Position Budget Inform...
@ Background Check Requi... St
Position Type Admin Professional/ Research Professiona
@ Position Documents Org Unit Equal Opportunity (0160)
Position Request Summary First Name Emily
Last Name Rogers
Email emailaddress@zed zed

Position Descriptions - Filter these results

Admin Professional/Research._ .. Ad hoc Search

Ad hoc Search

(Actions)
. Position Employee Employee
1. Check the radio button Working Title Number Department  First Name Last Name  Supervisor Status
next to the name of the -
. Coordinator: College of
correct SUpervisor. O ies[tc-h Approvals TMS Training  Becca McCarty Active Actions w
< Tice (0000)
Operations '

Colorado State University




Filling in the Position Description — Supervisory Position

Positions

CO%

Universiry

Welcome, Test User My Profile

User Group:

Initiator v

Home Position Descriptions ~ Classifications

Position Requests / ... / Create New AP Position / Research Associate Il - TMS Lab / Edit

Editing Position Request Supervisory Position

@ Position Justification

@ Classification Selection
© Position Details I Ty Note: The supervisor will now appear in this section. 2. Click Next.
@ Essential Job Durties Selected Supervisor

@ Functional Attributes

° 4 - Job Title Coordinator: Search Approvals & Office Operations view
Position Budget Inform...

: Position Number
@ Background Check Requi...

Supervisory Position Position Type Admin Professional/ Research Professiona

@ Position Documents Org Unit College of TMS Training (0000}
Position Request summary First Name Becca
Last Name McCarty
Email emailaddress@zed.zed

Position Descriptions - Filter these results

Admin
Professional/Research.

Colorado State University




Filling in the Position Description — Position Documents

Positions Welcome, Test User My Profile Help | logout

User Group:

Initiator v

Unibversity

Classifications ™ Shortcuts ~

Note: On the Position Documents page please add documents associated with the
position, such as the required Organizational Chart. If you are cloning or modifying - - -
Save << Prev Next ==

a position, an Organizational Chart may already be attached. Please make sure
that it is the most current Organizational Chart for the department or unit.

& Position Details Uploads will be converted to PDF documents.

o] - i - £ - - =lir 1 i
@ Essential job Duties DF conversion must be completed for the document to be valid when applicable.
Document Type Mame Status [Actions)

@ Functional Atributes

Actions w

@ Position Budget Inform._. Current Organizational Chart (Required) . .
1. To attach an Organizational Chart,
@ Background Check Requi... : Upload
hover over Actions and select New
© Supervisory Position FLSA Form Upload New in the drop-down menu. Create
Position Documents ’ MNew
Position Reguest Summary State Classified PDQ - Physical Copy (NEW) E!I:;i
State Classified PDQ - Physical Copy (PREVIOUS) Actions w
Other Actions v
Actions w

State Classified - Individual Allocation Notice

Colorado State University




Filling in the Position Description — Position Documents

Positions

Cokw

University

Position Descriptions ~

W

Admin / Manage Documents

Classifications ~

Upload a Current Organizational Chart (Required)

ent, click the Submit button.

1. To upload an Org Chart, click
Choose File.

Welcome, Test User My Profile

User Group:

Initiator v

and description of the document. To choose a file to upload, click the Choose File button and select the file from your computer.

¢ Open e
Please note, depending on your « v 4 || « LiveTrai.. > AP Standard Search v | ©| | Search AP Standard Search o
web browser, this button may be P = . @
labeled as Browse. <
~  Name Date modified Type ”~
7 Quick access
11/15/2017 4:08 PM Microsoft
File to upload o file chosen I Desktop
; Downloads
| Documents 2. Locate the file on your
Write Current Organizational Chart (Required) =] Pictures computer then click Open.
[ This PC
W
L 4 >
File name: w~
3. Click Submit. —

Colorado State University




Filling in the Position Description — Position Documents

o Document "Current Organizational Chart (Required) 10-26-18 11:05:18' was successfully created. b 4

Positions Welcome, Test User My Profile Help

User Group:

Initiator

Note: A banner across the top of the page will
let you know that your upload was successful. fications ~ I

Position Requests / ... / Create New AP Position / Research Associate Il - TMS Lab / Edit

Editing Position Request Position Documents

& Position Justification

& Classification Selection

1. When ready, click Next.

© Position Details Uploads will be converted to PDF documents.

P C S L fi C b 3l v a Ta
@ Essential Job Duties DF conversion must be completed for the document to be valid when applicable.

Document Type Name Status (Actions)
@ Functional Attributes

. . Current Organizational Chart (Reguired) 10-26-18 PDF conversion in
@ Position Budget Inform... Current Organizational Chart (Required) urren Mgl ar At 110-2 m L
1:05:18 process

@ Background Check Requi...

Supervisory Positic FLSAF ) )
© Supervisory Position o Note: The system will automatically convert

all uploaded documents into PDFs.

. Ctate ssified P ) - vsica ov [ \
Position Request Summary State Classified PDQ - Physical Capy (NEW)

State Classified PDQ - Physical Copy
(PREVIOUS)

=

Actions w

Colorado State University




Moving the Position Description Forward for Approval —

Initiator to the Hiring Authority

Positions Welcome, Test User My Profile Help  logout

User Group:

Initiator v

Classifications ~ Shortcuts ~

Position Requests / .. / Create New AP Position / New Position definition / Summary Search Results: Previous | Next

reviewed the pQSItIOH and are Keep working on this Position
ready to move it forward to the Request
Hiring Authority for review and WORKFLOW ACTIONS

Reseal‘Ch ASSO approval’ hOV(TZ‘Ij over Take Cancelled (move to Position 1
Action on Position Request and Cancelled)

Note: On the Summary page you may review and
edit any of the previous pages before moving the
position description forward to the Hiring Authority.

Create New AP Position :

then select Submit (move to Submit to Initiator (move to
Hiring Authority). nitiator)
Type: Admin Createll by: Test User Submit (move to Hiring I
Profe Authority)

ional/ Research Ownelfl Test
ional ‘ ‘

ent: College of TMS Submit (move to Hiring Authority)
Trainirjg (0000) Comments (optional)

Profe

| Note: In the pop up window, you may make
Summary History Settings ‘ any relevant comments for the Hiring Authority.

@ Position Justificationf Edit

Submit 2. Click ‘Submit’.
Position Justification -

Colorado State University




Moving the Position Description Forward for Approval — Hiring
Authority to Human Resources Classification and Compensation

logout

Positions Welcome, TestUser My Profile Help

User Group:

Hiring Authority

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Search Results: Previous | Next
Note: The Hiring Authority will review the position. If any 1. Once they have sufficiently
changes need to be made, the Hiring Authority can return reviewed the position and are
the position description to the Initiator, or can make the ready to move it forward to HR,
changes themselves by clicking the ‘Edit’ button. they will hover over Take Action e e
" Keep working on this Position

on Position Request and select | R

Approve (move to HR Position

Review/Compensation

Create New AP Hosition : Research AssogyN NSy

PrOfeSS|Onal) Edlt Return (move to Initiator)
B S | Seiea

Approve (move to HR Position Adrrinic . Sl
Position Type: Admin Created by: Test User Review/Compensation Analysis) Administrative Help)
Professional/ Research owner: Hiring i Comments (opticnal)
Professional Note: The Hiring Authority may
Department: College of TMS add any comments for HR in

Training (0000) the optional Comments box.

Summary History

S 2. When they are ready,
—— I they will click Submit.

@ Position Justification Edit

Page 34 Colorado State University



Review and Compensation Analysis — Human Resources

Positions

University

Home Classifications ~

Position Descriptions ~

Welcome, Emily Rogers My Profile  Help

User Group:

Human Resources v

Shortcuts ~

Position Requests / ... / Create New AP Position / New Position definition

Note: Human Resources will review the position,

classify it and perform a compensation analysis.

Create New AP Position : Research Associ
Professional) Edit

Current Status: HR Position Review/Compensation Analysis

Position Type: Admin
Professional/ Research
Professional

Created by: Test User

ID-.r\m er: Human Rescurcesl

Department: College of TMS
Training (0000)

Summary History Settings

& HR NOTES  Edit

HR ONLY

1. Once HR has sufficiently
reviewed the position and is
ready to move it to the
Signature Authority, they will
hover over Take Action on
Position Request and select
Approve (move to Signature
Authority Review/Approve).

Search Results: Next

Take Action On Position Request w

Keep working on this Position
Request

WORKFLOW ACTIONS

Approve (move to Signature
Authority Review/Approve)

Return (move o Hiring
Authority)

Cancelled (move to Position
Cancelled)

Delegate to Initiator (move to
nitiator)

Delegate to Admin Help (move
to Administrative Help)

SALX - Hold (move to SALX -
Hold)

MOVE DIRECTLY TO...
Draft
nitiator

Hiring Authoricty

Colorado State University




Moving the Position Description Forward for Approval —

Signature Authority to Human Resources Position Assignment

logout

Positions Welcome, Test User My Profile Help

User Group:

Signature Authority v

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / ... / Create New AP Position / New Position definition / Summar Search Results: Previous | Next

1. Once the Signature

e et
. e . Take Action On Position Request v
reviewed the position and is

ready to move it forward to Keep working on this Position
HR Position Assignment, they Request
will hover over Take Action

Note: The Signature Authority will review the position.

WORKFLOW ACTIOMS

Create New AP Position : Research AssoCi B Rcile: Request and ippr'ave(move o HR Position '
i select Approve (move to HR ssignment)
PrOfESSIOnaI) Positionpfssignfnent)_ Return (move to HR Position

Current Status: Signature Authority Review/Approve Review/Compensation Analysis)

Return (move to Hiring

Position Type: Admin Created by: Test User ‘ | )
Professional/ Research owner- Signature Authori Authority)
Professional Approve (move to HR Position Assignment)
Department: College of TMS Comments (optional) . .
Training (0000) | Note: The Signature Authority
may add any comments for HR
Summary Histary Setings in the optional Comments box.
@ Position Justification 2. When they are ready
I Submit I Cancel ) ;i ' ) :
they will click Submit.

Position Justification

Colorado State University




Final Approval — Human Resources Position Assignment

Positions Welcome, Emily Rogers My Profile

User Group:

Human Resources v

University

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / ... / Create New AP Position / New Position definition / Summary Search Results: Next

1. Once Human Resources has ? "
) " - Take Action On Position Request v
reviewed the position and assigned

a position number’ they will move it Keep working on this Position

[\ Note: HR will review the position

and assign the Position Number.

to Approve (move to Position feques
Approved/Initiate Posting). WORKE.OWACTIONS
Create New AP Position : Research Approve (move to Position
2 Approved/Initiate Posting)
PrOfeSS'Onal) Edlt Return (move to Signature
I Current Status: HR Position Assignment I Authority Review/Approve)
Position Type: Admin Created by: Test User BERI{INOVE YO ITHERLOR
Professional/ Research I Owner: Human Resources I Return (move to Hiring
Professional Authority)
Depa.rtment: College of TMS Return (move to HR Position
Training (0000) Review/Compensation Analysis)
MOVE DIRECTLY TO..
Summa History Settings )
& -2 S Draft
Initiator
@ HR NOTES Edit Hiring Authority
HR Position
Review/Compensation Analysis
HR ONLY

Colorado State University




Email to Hiring Authority

@ Colorado State University

Hello Test User,

The Research Associate Il - TMS Lab position has been placed in the status of "Position Approved/Initiate Posting"

fyou are planning to conduct a search for this position, you may proceed by creating a posting from this position description. Please forward this email to your Initiator to begin
the posting process.

f you are planning to hire out of a general open pool, please have your Initiator create a secondary open pool posting using this approved position description.

f you will request to hire someone through the Alternative Appointment Request (AAR) process, please create an Alternative Appointment Reguest posting from this position
description. For further instructions for creating an AAR posting, please review the training guide at this link: How to Create and Edit an Alternative Appointment Request (AAR).
fyou are unsure if an Alternative Appointment Request (AAR) is needed for this new/modified position, please contact OEQ at oeo@colostate edu or 491-5836.

fyou are only updating the position description to fill in missing information, you do not need to initiate a posting request.

For further instructions regarding the Administrative Professional posting process, please review the training guide at this link: How to Create and Edit an Administrative
Professional Job Posting.

For further help with creating a Faculty posting, please review the training guide at this link: How to Create or Edit a Faculty Job Posting.

Position # 024680.0001

Job Title: Research Associate Il - TMS Lab F

Note: Once approved, the Hiring Authority will

PEPatRSr CaESicl DaEisinne receive an email notification from the system.

Status: Position Approved/Initiate Posting

Thank you,
Human Resources
Colorado State University

Colorado State University




Next Steps

At this point, the General Open Pool has been gathering applicants for the department, an
opening has been identified, and a position description for the opening has been created
and approved. The initiator may now progress to guide #3 which outlines creating a

Secondary Open Pool Posting request from the approved position description to hire
someone out of the General Open Pool.

Colorado State University



https://oeo.colostate.edu/media/sites/144/2017/05/How-to-Create-and-Utilize-Open-Pools-Step-3.pdf

Need further help?

Please visit the OEO 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 Office of Equal Opportunity at:
(970) 491-5836
or
email OEO at oeo@colostate.edu

Colorado State University
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