Colorado State University

CSU Talent Management

User Guide — Faculty

Working together.
Last Updated: 3/25/2024



Create and Post a Faculty Job Posting

Job Postings are created to announce the approved opening of a Faculty position.
Faculty Job Announcements may be created by Initiators only.
Initiators may create new job postings using approved position descriptions, only.

Below are the steps for the creation, approval and online posting of the Job Posting/Announcement.

Hiring Authority Office of
Initiator EO Coordinator (Dept Chair / Head) Equal Opportunity
Completion of Create Posting
or Modify Posting form.
Review and Approval Review and Approval Review and Approval

Assignment of the search
committee and search chair

The steps in the following slides explain how to create, prompt approval and post job postings.
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Initiating a Faculty Job Posting

Applicant Tracking System Welcome, TestUser My Profile Help logout

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

User Group:

O Applicant Tracking System I
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 Onboarding T

CURRENT STATE DAYS IN CURRENT STATE

Initiator

Initiator

14 Committees Served By
Initiator 42 Department last 365 Days

-
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Initiating a Faculty Job Posting

Welcome, Test User My Profile Help logout

N
.._1
Nt

CO%

University

User Group:

Initiator

Postings »

Shortcuts «
State Classified
Welcome to]  Admin Professional/ Research Professional
| Faculty |
Inbox oarding Tasks Special Handling Lists 0 Active Appllcants

1. Click on ‘Postings’ in the menu across the top
SEARC then select ‘Faculty’ from the drop-down menu.

Filcers

TITLE

CURRENT STATE DAYS IN CURRENT STATE
Assistant Director for Textbooks EO Coordinator Review 7
Eookstore I Evaluated Applicants
I 'nevaluated Applicants
Watch List Postings = Hiring Proposals | Position Requests 1 Committees Served By
Department last 365 Days
SEARCH

Unwatch Postings
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Create Posting from Approved Position Description

Welcome, Test User My Profile Help @ logout

User Group:

University

Initiator v

Home Postings ~ Shortcuts ~

Postings / Faculty ¢

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

= Posting’ button and the Create New box will appear.
Faculty Postings S

Faculty Postings

"Faculty Postings” B) Selected records () Clear selection?

(Actions)
Posting Position Active Workflow
Working Title Number Number Department Applications State Last Status Update
ccicrant f Accrriare Drmfaccnr _— - College of TMS - — November 26, 2018 Py
Assistant / Assaociate Professor 201800127F 010030.0001 Training (0000) 13 Closed 2r01-11 M AClions w
S P College of TMS November 15, 2018 Action
Assistant Professor 201800139F 010003.00017 Training (0000) 1 Posted ar07:37 AM Aclions w
coicrame § Accmriare Drnfaccnr - y College of TMS - — November 14, 2018 Aerion
Assistant / Associate Professor 201800134F 010014.00017 Training (0000) 3 osted ar0331 PM ACTONS »
Assistant / Associate Professor 201800129F 010003.0001 SO/I€EE Of TMS 8 Closed November 07, 2018 Actions v

Training (0000) Without Hire at 11:55 AM

Colorado State University




Create Posting from Approved Position Description

Hire Welcome, Test User My Profile Help logout

x

What would you like to use to create this ‘ " :
Note: ‘Create from Position Type

new posting? is only used when creating NEW
Open Pools. See the Open Pools

Create from Position Type training gwde for details.

Note: ‘Create from Posting’ is only
used when creating Open Pools
from a PREVIOUSLY POSTED
Open Pool. Selecting this option
will clone and pull over all the
information entered from a
preexisting Open Pool posting.
See the Open Pools training guide
for details.

1. Select ‘Create from
Position Description’.
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Selecting a Position to Create a Posting (from)

Hor 1. Choose your approved position description by selecting it from the list below, or click the

User Group:

Initiator v

Shortcuts ~

‘More Search Options’ button and type in the first 6 numbers of the position number into the
Position Number field to search for the position description you wish to create the posting from.

Saved Searches w

Add Column: | add Column

Status:

Active

fPosition Number: |010003.0001

Department: Department

Last Name:

Q Hide Search Options v

Note: You may or may not choose to
include the .Version number after the
position number (012345.0001). If you
choose to exclude it, all versions of the
position description will appear in the

Ad hoc Search x Faculty Positions

Ad hoc Search @) Save this seardp?

Em
Department Na

Working Title Position lJumber

IAssistant Professar I IO‘IOOOB_DDmI

College of TMS Training (0000)

2. To start the posting, click on the working title of the position description.

search. Be sure to select the correct,
most up-to-date version.

(Actions)

ACLIONS w

View

Create Fr@ﬁﬂ

Colorado State University




Selecting a Position to Create a Posting (from)

Welcome, Test User My Profile

User Group:

Initiator v

University

Home Postings > Shortcuts >

Position Descriptions / Faculty / Assistant Professor

B | Position Description:[Assistant Professor (Faculty)

Current Status: Active Q Print Preview

Position Type: Facul g Print Preview (Employes View)

Depa , I 1. Review the approved position description to ensure that it is
partment: College L ) - )
Training (0000 the correct version then click the ‘Create Posting from this
g{ } g . . . .
Position Description’ button in the top right corner of the screen. W Modify Faculty Position

O Create Posting from this Position Description

Summary Histary Associatad Classification

Note: If the Create Posting from this Position Description button is
@ Position Justification missing, this means the position description is tied to another active
posting. To unlock the position, the old posting will need to be moved
into a final workflow state i.e., Closed Without Hire. Please reach out
to OEO at if this button does not appear.

Pasition Justification
The last incumbent guit rece

Justification of Need this ASAP through a national search.

Is this position gift or grant

funded? No

Colorado State University
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Posting — New Posting Settings page

Welcome, Test User My Profile

G)% User Group:
(ﬁ" §r
Lrihversity ) VG Initiator v

Home Postings ~ Shortcuts =

Postings / Faculty / New Posting 3%

1. Fill out the New Posting settings page.

lej MNew Posting
Note: The Working Title will pull
over from the approved position
description. Please do not
working Titde * Assistant Professor make any major edits to this
field. You may fix spelling or
grammatical mistakes or spell

Organizational Unit out abbreviations.
Division * Provost/Executive Vice President (10010DV)
_ _ ) Note: These fields will auto
Academic/Reporting Area College of TMS Training (0000RA) populate with information from
the position description. Please
Department * College of TMS Training (0000) dO not updated these if yOU

have the ability to do so.

Interest Card
nLerest card ca [egory

Academic Advising / Counseling

Colorado Statellniversity




Interest Card
nterest card category

Academic Advising / Counseling

Administrative Assistants

Admissions and Enrollment

Alumni Association / Services

Animal Sciences / Livestock

Anthropology

Agriculture / Soil and Crop

Art

Theatre / Music / Dance

Athletics

Accounting / Finance

Biochemistry and Molecular Biology

Biology

Biomedical Sciences

Posting — New Posting Settings page (cont.)

Note: The Initiator may select as many or as few categories as
they feel necessary. If no categories are selected, OEO will
make the selection once the posting is moved forward in the
approval process. Once a selection is made and a job is
posted, job seekers who have subscribed to that specific
category will be notified of the new position.

Note: The Interest Cards or ‘Job Categories’ feature will allow
job seekers to subscribe to a daily system email containing a
list of jobs that have been posted to the CSU Jobs website. The
email notification will only contain jobs that fall into one of the
pre-selected job interest categories identified by the job seeker.
If no jobs are posted in the selected categories on a particular
day, the individual will not receive a Job Alert email that day.

ﬁ'eéo‘r‘. Colorado State University




Posting — New Posting Settings page (cont.)

Applicant Workflow

Note: The Applicant Workflow

Workflow State Under Review by Dept/Committee should remain as ‘Under Review

When an application is submitted for this jgb, it should by Dept/Committee’.
Process workflow?

Optional: If you will be soliciting

letters of recommendation, you

Reference Notification will need to update these three

Request References to submit Recommendations whe fields! Otherwise, leave them

state? blank and use the reference tab
further along in the process to
collect reference contact
information.

References

Recommendation Workflow

When all Recommendations have been provided, maovd
For further help setting up the
reference collection tool in the
system, please see our training
guide located here:

Recommendation Document Type No Document ¥

Allow a document upload when a reference provider s

Online Applications

e tha e Accept o e
¥ Accept online applications appiicalio 00 ECKEC
Special offline application instructions References will not be contacted without prior

notification of candidates.

ﬁ'eéo‘r‘. Colorado State University



https://oeo.colostate.edu/media/sites/160/2017/05/How-to-Request-References-in-TMS.pdf

Posting — New Posting Settings page (cont.)

Online Applications

¥ Acceptonline applications?

Special offline application instructions References will not be contacted without prior
notification of candidates. I
Note: Please do not updated

the Special offline application
instructions at this time.

Accepted Application Forms

—I o Fa-culyApplicaticnI

1. Check the preferred method for receiving

appllcatlon materials. For standard searches, Alternative Appointment Request Application

select Faculty Application.

2. When ready, click ‘Create New Posting’ Create New Posting
to continue to the Posting Details tab.

Colorado State University




Posting - Posting Details Tab

Welcome, TestUser My Profile Help  logout

User Group:

Initiator A

Unibversity

Home Postings ~ Sho A

Postings / Faculty / Assistant Professor (Draft) / Edit Posting Details

Editing Posting

@ Essential Job Duties

@ Position Budget Inform.... %, Check spelling
® Alternative Appointmen... E;'L = det nf , Note: A lot of the information found on the
assincauon infommaton i i i
® Background Check Requi.. c e e Posting Detallls. page WI|! pyll over from the
This information is pulled in from the position description. approved position description. Some fields
© Supplemental Questions Classification Title Assistant Professor may or may not be editable by you.
@ Qualification Groups
Classification Code 0743
@ Applicant Documents 007480
@ Search Committee IPEDS Reporting
Category
@ Evaluative Criteria
@ References Salary Grade
@ Posting Documents Min Salary
summary
Mid Salary
Max Salary

Colorado State University




Posting - Posting Details Tab (cont.)

Position Number

1. Select the type of
search process the

department plans to Employment Category

Position Information

016434.0002

Regular

use for their search.

Search Process Type

Most Faculty searches

-]

” Please select
For additional assistance regarding the Wifferent types of searches at CSU, please see the Types of Searches webpage.

will use a Search
Committee process.

Promotional
Announcement
Additional Information

Note: The Proposed
Annual Salary Range

This field is required.

iii
[l
hl
5
2

B I & &[T »m o |i=

If this is a Promotional Announcement Posting, please provide the following information: 1) The name of the individual receiving the promotion; 2) Indicate if the
individual is receiving a salary increase or not; 3) The new requested salary amount (if applicable).

will pull over from the
approved position
description. Please do
not alter this amount.

Proposed Annual Salary
Range

[ $80,000 to 590,000 |

is required as per the Colorado Equal Pay for Equal Work Act. The following statement may
with experience and qualifications.

This field is viewable to potential applicants on the posting. A salary rang|
be added after the salary range should you wish: Salary is commensuratt
This field is required.

Employee Benefits

T O T e Cor ey (hat's transforming lives and impro!
research, and service. With a robust benefits package, collaborative atmosphere, commitment to diversity, eq

where you can thrive, grow, and make a lasting impact.

Note: The required Position
Location field will auto-
populate with ‘Fort Collins,
CO.. If applicable, you may
update this field to accurately

For detailed benefit plan information for eligible employees, visit https://hr.colostate.edu/hr-communil
https://hr.colostate.edu/prospective-employees/our-perks/.
For the total value of CSU benefits in addition to wages, visit https://hr.colostate.edu/total-compensatio
For more information about why Fort Collins is consistently ranked in the top cities to live in, visit https:

community/
! reflect the location of the
Work Hours/Week 20 position. Please ensure you
use the ‘City, State
Fort Collins, CO Abbreviation’ format.

Position Location

*

Please enter the location of the paosition in a 'City, State Abbreviation’ format. If the position is located in Fort (

Colorado State University




Posting - Posting Details Tab (cont.)

. Work Location Il Please select e l] I
1. SeleCt an Optlon from the This field is requ\re%
Work Location drop-down TS AR, AN TR _
menu to indicate if the
e g Hogwarts School of Witchcraft and Wizardry is the British Wizarding School, lecated in the . s
pOS|t|0n quallfles for remote Highlands of Scotland. Established around the 10th century, Hogwarts is considered to be one of NOte The Descrlptlon Of Work

the finest magical institutions in the wizarding world. Children with magical abilities are enrolled at Unit will pu" over from the
birth, and acceptance is confirmed by owl post at age eleven. Hogwarts provides the utmost quality approved pOSition description

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: YOU can edlt thIS fIEId If nGEdEd

http:/fwww.hogwartsishere.com/

or hybrid work flexibility.

Description of Work Unit

Note: The Research,
Teaching, Service and
Administration percentage Tenure/enure Track? __ Yes

breakdowns will pull over % Research [0 |
from the approved position
description. Please do not | it [0 |
edit these fields. I— "o |

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

% Administration ‘ 10 ‘

2. The listed Hiring

Authorities will pull over | Sefect Some Optons l
2.2 Hiring Authority

from the approved position

description. Additional

Hiring Authorities may be i FSEEESN__—-

added |f needed_ This field is required.

|Headmaster

Muitiple Hiring Authorities may be entered.
This field is required.

Albus Dumbledore

Note: The Position Summary
field will pull over from the

- approved position description.
Please do not make any major

Supervisor Working Title

3. Enter the position's
supervisor and their T
working title.

In the role of Assistant Professor, you will take on a pivotal responsibility at Hogwarts School of . . -
Witchcraft and Wizardry, dedicated to guiding students in mastering the intricate art of defending edItS to thls fleld 0
against the dark arts and dark magic. As a key member of our esteemed faculty, you will curate an
enriching curriculum that seamlessly blends theoretical insights with practical expertise,

srmnmuaring e divarca ctuidant hndvwith the knnwladoa and clille o navioata tha chadowe ~f
—— R——

Position Summary

Colorado State University




Posting - Posting Details Tab (cont.)

Note: These fields will
pull over from the
position description. If
they are empty,
ensure you are using
an approved,
completed position
description to create
the posting.

If you need to make a
change to the
Required or Preferred
Job Qualifications,
please reach out to
HR Classification and
Compensation before
making any edits.

Position Summary

L T e

enriching curriculum that seamlessly blends theoretical insights with practical expertise,
empowering our diverse student body with the knowledge and skills to navigate the shadows of
the magical realm.

Your impact will extend far beyond the classroom, as you immerse students in captivating lectures,
interactive demonstrations
not only equip them with t

o - 1. If you would like to offer a potential Signing Bonus to your selected
ravery, and unity. As a me ! . .
e candidate at the end of the search process, select Yes from the Signing
activities, house competitiofSl 2o 1B [ey4 drop_down menu.

enrich their educational jo

If Yes is selected, language about the bonus MUST appear in the Position

*

Signing Bonus?

Summary field. Failure to advertise a bonus forfeits the departments ability
to offer one later in the process due to the Equal Pay for Equal Work Act.

Specify whegher a sigr
input the defails into

the process. For more
This field is required.

Conditions of
Employment

Required Job
Qualifications

Preferred Job
Qualifications

Pre-employment Criminal Background Check (required for new hires)

B I S & T »n = =

.
[il

[

Ph.D. in Dark Arts Studies, Magical Defense, Spells & Curses or related field.
Previous Auror experience
Demonstrated ability to conduct scholarly research and publish in peer-reviewed journals

B I S & T »n = = [

i
|
.
[

Previous experience teaching in a wizarding education setting

Interested in or experience with interdisciplinary, collaborative and engaged research
Commitment to diversity as evidenced by success in delivering successful programming to
diverse student audiences which may include first-generation at university, underrepresented
populations, or economic disadvantage to achieving a higher education degree.

Colorado State University



https://hr.colostate.edu/hr-community-and-supervisors/classification-and-compensation/signing-bonuses/signing-bonus-guidelines/

Posting - Posting Details Tab (cont.)

1. The Full Consideration Date for
Tenure-Track Faculty searches is
four weekends. The Full
Consideration Date for Non-
Tenure Track searches is three
weekends. Ex: If a posting was
approved and posted by OEO on
March 1st, 2019, the full
consideration date for a Tenure-
Track search would be March 25t
and March 18t for a Non-Tenure
Track search.

2. The Close Posting Date must
be at least three full weekends
after the Full Consideration Date
to allow for late applicants.

Page 16

Working Title

Posting Number

Number of Vacancies

Desired Start Date

Position End Date (if
temporary)

Open Posting Date

Assistant Professor

To ensure full
consideration,
applications must be
received by 11:55pm
(MT)on

Close Posting Date

Note: The Working Title will pull over
from the approved position
description. Please be sure to spell
out abbreviations and/or acronyms.

Note: These four fields are optional.
A Desired Start Date is required if
any of your required qualifications
state “by anticipated/proposed state
date”. An example is “Must have a
Ph.D. by anticipated start date”. The
Open Posting Date is the date the
committee wants the posting to ‘go
live'. If there is a specific date listed
in this field, OEO will move the
posting to ‘Approved — Pending’
meaning the posting will
automatically post to the CSU Jobs
website on this date. If you want the
posting to be posted as soon as
possible, leave this field blank.

Colorado Statellniversity



Posting - Posting Details Tab (cont.)

Note: Unless you are
requesting an internal
search, leave these
two fields blank.

2. All CSU job postings are
automatically posted to these
four auto-populated venues.
Please do not delete them
from this field. Be sure to add
at least one national
advertising venue plus any
additional venues the
committee plans to advertise
the job opening (e.g. websites,
list services, etc.).

Page 17

Special Instructions
Summary

Internal Search
Requested

Rationale for Internal
Search

es will not be contacted without prior
on of candidates

Recruitment Plan

GSUJobs We
Connecting C
Indeed.com

HigherEdJobs.com

ado Website

1. The Special Instruction Summary
allows the committee to communicate
the specific details required in the
application process to applicants i.e.
documents that may be required to
apply, information about references,
etc. It will appear at the top of the job
posting on the CSU Jobs website. The
language ‘References will not be
contacted without prior notification of
candidates’ should also be included
unless letters of recommendation will be
solicited upon application. If you plan to
solicit letters of recommendation,
please see our

A great example of a special instruction
summary is: “Interested applicants must
submit a cover letter which addresses
how professional experiences align with
identified required and preferred
qualifications of the position, a current
curriculum vitae, and the names, e-malil
addresses, and telephone numbers of
three (3) professional references.
References will not be contacted
without prior notification of candidates.
If you have questions, please contact
(search contact information)”.

Colorado State University



https://oeo.colostate.edu/media/sites/160/2017/05/How-to-Request-References-in-TMS.pdf

Posting - Posting Details Tab (cont.)

Pass Message

1. The Short Posting field allows
OEO to review and approve a ‘bite-
sized’ version of the posting
announcement. Some venues are
expensive and may charge by the
character. Because of this, the
short posting can be used instead
of the longer version. The short AP/Faculty Short Posting
posting should include the title of
the position, the location, a brief
summary of the position, 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. Please do not Background Check
delete the EO/EA/AA auto- Policy Statement
populated language. This should
appear at the bottom of every short
posting.

Fail Message

Note: The Pass Message and Fail
Message fields contain the language
applicants will see once they submit
their application. If you choose to use
disqualifying supplemental questions
and an applicant self-disqualifies, they
Quick Link for Internal will receive the Fail Message. All other
§ SEreEbpEer ' applicants will see the Pass Message.

Postings

Note: The language in these two
fields will pull through to the job
posting and will be viewable by

EEO Statement

applicants.

nan Capital,

Page 18 Colorado State University



Posting - Posting Details Tab (cont.)

1. Select one of the prepopulated
Diversity Statements and paste it
into the required field.

This field is reguired.

Diversity Statement

2. Enter the name, email address

and/or phone number of the
search contact into the Search
Contact field. This is the
individual applicants will reach
out to if they have any questions
and is often times the search
chair or search support staff.

sity as demonstrated by persistent effort, active planning,

rated by involvement in teachi

ian activities.

Search Contact

3. Use these two fields to enter
the name of your EO Coordinator
and Applicant Manager for the » | EO Coordinator ITq —_— I
search. Entering their names here

will grant them access to the
posting to complete their TMS [ ]
user role duties. Mu|t|p|e =0) + f Applicant Manager This field is required.

Coordinators and Applicant Multiple individuals may be plac

Managers may be entered.

Multiple individuals may be placed in the EQ Coordinator field.

Colorado State University



Posting — Essential Job Duties Tab

Welcome, Test User My Profile  Help @ logout

User Group:

University _ 4 Initiator v

Home Postings ~ Shortcuts ~

Postings / Faculty / Assistant Professor (Draft) / Edit: Essential Job Duties

Editing Postin . .
gosing Coental b uts = = |
Posting Details

Essential Job Duties

© Fosition Budget Inform... These Essential Job Duties are viewable to potential applicants on the posti

HR Classification and Compensation at hr_cca@Mail.colfiiie When ready, click ‘Next’ to continue to the

Note: Essential job duties that were entered in =~ 8JBEIUES eSilen EeEE ML 9, <A 10
during the creation of the position description will Teachin :)ert‘upr?et\? tccj);gl'?ﬁ;et:)htigosrg?/%i ?algter TG
pull over and populate this tab. If you need to . 5; Accounting. Project Manas P )

make a change to any of these fields, please ) ' R

reach out to the Office of Equa| Opportunity at ¢ Teach the ‘Defense Against the Dark Arts’ class to upper and lower classmen.

oeo@colostate.edu. i * Lead practicum labs for M.EW.T. examinations

@ Evaluative Criteria

Percentage Of Time 60

@ References

Research
& Posting Documents Job Duty Category ~ N .
E.g. Supervision, Accounting, Project Management, etc.
summary
* Develop an independent and/or collaborative research program in the discipline of Defense Against the
Dark Arts

Duty/Responsibility * Develop and obtain internal and external funding to support an active research program

Colorado State University




Posting - Position Budget Information Tab

Welcome, Test User My Profile Help

User Group:

Initiator A

University

Home Postings ~ Shortcuts ~

Postings / Faculty / Assistant Professor (Draft) / Edit: Position Budget Information

Editing Posting Position Budget Information

Posting Details
& Essential Job Duties
Position Budget Inform... I sc Check spelling 2. When ready, click ‘Next’ to go to the
® Alternative Appointmen... The Budget Summary information is optional and for internal use only. This se A1 YIS Appointment tab, ‘Save’ to
Budget Summary return to complete the posting at a later
Note: The Position Budget Budget Acoount Neme | time, or ‘Prev’ to return to the previous tab.

Information tab is optional. This
tab can be used by units or Budget Account Number

departments to track budget
information. Percentage Funded

: o Remove Entry?
& Evaluative Criteria :

® References Add Budget Summary Entry
(] PC-E:ng Documents
summary 1. To add additional budget

account fields, click on the ‘Add
Budget Summary Entry’ button.

Colorado State University




Posting - Alternative Appointment Tab

Hire Welcome, Test User My Profile Help

Note: Use of the Alternative Appointment tab assumes that a candidate has already been identified for the position and you
wish to seek approval to associate the appointment with the job posting. If this is the case, fill out all the information on this
tab. For additional help on the Alternative Appointment process, please see our training guide located here:

tcuts ~

If this is not the case, select ‘No’ from the Alternative Appointment Requested? dropdown menu then proceed to the next tab.

Editing Posting

Alternative Appoi

Posting Details

@ Essential Job Duties
@ Position Budget Inform...
Alternative Appointmen... ]
1. When ready, click ‘Next’ to go to the
Background Check Requirement tab, ‘Save’
to return to complete the posting at a later

time, or ‘PreVv’ to return to the previous tab.

Alternative Appointment
Requested?

Mame of Proposed
@ Evaluac t Individual

& Referen .
Mature of Appointment Please select

ng Documents

Type of Appointment Please sclect ¥

Summary

Page 22 Colorado State University
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Posting - Background Check Requirement Tab

Welcome, Test User My Profile Help | logout

User Group:

Initiator v

University

Shortcuts =

Home Postings ~

Postings f Faculty / Assistant Professor (Draft) / Edit: Background Check Requirement

Editing Posting Background Check Requirement
Posting Details

& Essential Job Durties
dhs below for any

& Position Budget Inform... Colorado State University requires a criminal history background check for all new hires. Select “Yes” to the questi
additional background checks to be performed on the selected candidate.

Background Check Requirement

Education Check: Is an
educational degree

@ Alternative Appointmen...

1. When ready, click ‘Next’ to go to the
Supplemental Questions tab, ‘Save’ to

Yes

return to complete the posting at a later
time, or ‘PreV’ to return to the previous tab.

Note: The Background Check Requirement tab will automatically
pull over information from the position description and will not be
editable on the posting. Use this area to verify that all of the
information is correct. If you need to make any changes, please
contact HR Classification and Compensation. Changes to this
tab can only be made on the position description.

summary shicle (i.e. university
owned, personal, rental,
etc.) on a routine basis
to conduct university
business?

No

Colorado State University




Posting - Supplemental Questions Tab

Hire Welcome, Test User My Profile Help

User Group:

Initiator

Home Postings ~ Shortcuts ~

Draft) / Edit: Supplemental Questions

Supplemental Questions

Note: Supplemental questions are similar to minimum qualification screening forms. It's a
way to determine if an applicant meets minimum qualifications by having them answer a set
of questions when they 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’. You may choose to use

either supplemental questions or a minimum qualification screening form or both.

@ Applicant Documents
g LILE O o

Search Committee . ) )
© = question; checking these

1. To add a question, click on Add a question
the ‘Add a question’ button.

Included Supplemental Questions

Position Required Cat

Page 24 Colorado State University



Posting — Adding Supplemental Questions

Welcome, Test User My Profile Help logout

Add a new one

Submit Cancel

Hire
Available Supplemental Questions
Categor
Add Category Question
1. You may search for a preexisting question using the
Category drop down menu, or Keyword search.
Once you have found an appropriate question, check the box
next to it and click the ‘Submit’ button at the bottom.
Education
Conditions of
Employment
Conditions of
Employment
Displaying 1 - 15 g
B8 2. If you are unable to find a suitable
question, select ‘Add a new one’. e you want
Page 25
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Posting — Adding Supplemental Questions (cont.)

Hire Welcome, Test User My Profile Help @ logout

Questions defined here will be "pending” approval and will not be available for use in other areas of the

system until they have been approved.
Name * 1. Use the Name field to name your question. You
Ph.D. may also select a category to file it under.

Education
2. Enter the supplemental question in the Question
Question * field. It should directly relate to one of your required
rou have a Ph.D. by the anticipated start date of August qualiﬁca—tions- If the queStion is date sensitive,
please be sure to include the referenced date. For
example, the question shown here would need to
include the anticipated start date as an applicant
must have their Ph.D. prior to starting the position.

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

* Predefined Answers

Note: The system will X
continue to generate < 0 swers to reorder them.
Possible Answer slots
when previous ones are
filled. Only use the number
slots applicable to the
question being asked and
ignore the rest.

4. Enter the possible
answer choices to the
guestion above.

5. Click ‘Submit’.
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Posting — Adding Supplemental Questions (cont.)

Home Postings ~ Shortcuts

(Draft) / Edit Supplemental Q

Supplemental Questions
pp Q | Save I << Prev I MNext >> |

Adding osting t AN 4. \When ready, click ‘Next’ to go to the
® Alternative Appointmen.. TS — - Qualification Groups tab, ‘Save’ to return
®E eck Reaui 1. To make a question required, mark 8 I ———— t0 complete the posting at a later time, or
the ‘Required’ check box next to the N category ‘Prev’ to return to the previous tab.
upplemental Questions . ) )
guestion. Marking a question as b, cction that has bee

- I =en added and a dropdown menu will appear where
& Qu n Groups

required means applicants will need
answer this question before submitting

Note: If you have multiple their application.

guestions, you can change
their order by entering a
order number in the
‘Position’ box or by Included Supplgmental Questions 2. To make a question disqualifying, click on the question.
dragging and dropping

them into your desired

order.

u will see a column of checkb o the left of each

Add a question

Points Disqualifying

3. In the drop-down, check the box next to the answer you would like to
make disqualifying. If an applicant selects this answer, they will self-
disqualify from the search and will automatically be placed into the
inactive workflow state ‘System determined did not meet min quals’.
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Posting - Qualification Groups Tab (not currently used)

Welcome, Test User My Profile Help

User Group:

Initiator ¥

Universiry

Home Postings ~ Shortcuts ~

Postings / Faculty / Assistant Professor (Draft) / Edit: Qualification Groups

Editing Posting
ualification Grou
Posting Details

@ Essential Job Duties

© Position Budget Inform... Included Qualification Groups

Alrernarive 2 R N -
© Alternative Appointmen... Position Type Qualification Group Status

@ Background Check Requi...
@ Supplemental Questions I - .

Note: Qualification Groups are not currently Save Next >>
| S } used. For now, please skip to the next tab.

& Applicant Documents

1. When ready, click ‘Next’ to go to the
Applicant Documents tab, ‘Save’ to return
@ Evaluative Criteria to complete the posting at a later time, or
‘Prev’ to return to the previous tab.

& Search Committee

® References

& Posting Documents

summary

Colorado State University




Posting - Applicant Documents Tab

Hire Welcome, Test User My Profile Help  logout
CO% —— User Group:
SLNE Nt Initiator
Note: On the Applicant Dopuments_ tab, Shortcuts ~
select the documents applicants will need

to attach to their applications when f pplicant Documents
applying to the job posting. Documents
are categorized as ‘Not Used’, ‘Optional’ Documents I ave l —prev l Next o> l
or ‘Required’. You can mark specific

documents as optional or required based
on the needs of your job search.

ocuments to be required with this item, and those that ma tionally be attackas
1. When complete, click ‘Next’ to
go to the Search Committee tab,
‘Save’ to return to complete the

posting at a later time, or ‘Prev’ to
oups _ return to the previous tab.

& Alternative Appointmen...

Optional Required

Applicant Documents
@ Search Committes

© Evaluative Criteria Note: You can reorder the documents by typing in a number in the Order box OR
& References by dragging and dropping the document into your desired order.

@ Posting Documents

summary Unofficial Trans

Official Transcripts
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Posting - Search Committee Tab

Shortcuts ~

(Draft) / Edit: Search Committee

Search Committee

Note: Search committees are teams of qualified individuals selected

by the Hiring Authority to work through the CSU search process to

identify a qualified applicant to fill a vacancy. Each search committee

will have a search committee chair and search committee members. tion allows you to find an existing user in the m to add as a Search Committee

Existing Account
enter

untin th arch
mber"” button. T
stem before they ca
Note: If you are unable to find a search committee
member who is a current CSU employee using the ‘Add
Existing User’ lookup, please DO NOT create a new
user account for this individual. All current CSU
employees already have an existing TMS account. If
) they do not show up when searched, they may not have
The Chair for this search MUST be Search Chair trained g the Search Committee Member user role assigned to
1. To add a search committee Search Committee Members their profile. Please reach out to OEO at
chair or member, click on the or (970) 491-5836 should this
‘Add Existing User’ button.

No Search Committee Members have been assigned to

situation arise.

Add Existing User | Create New User Account |
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Posting - Search Committee Tab (cont.)

1. In the pop up box, search for ]
the committee member using e
their name, email, or department.

Editing Posting

nittee Chair’ box

aiviaual wno will be
LA StRE AgPoinime
@ Background Check. R

Hual is search chair

d DY 100KINg up tn

& A ppricant L,:-L@-ggg

Search Co I'I'lﬂ:lit['ee

Welcome, Test User My Profile Help logout
eSS
ftfatdr !

Search: |em

¥ Display search committee user group members only

Department:

BBt Name First Name Email Department Committee Chair (Actions)
' par ' ' 2. Once you have
Usiar Test emily.rogers@colostate.edu  Colorado State University Add Member located the correct
- .
search committee
member, click the ‘Add

Displaying 1 User

Member’ button. Once
added, a banner
across the top of the
page will let you know
that your addition was
successful. When all
members have been

Existing Account
If you enter either the username o SREIESESESEEENS sy,tem will return their accountin the search re

I @ Evaluative Criteria
@ References
@ Posting Documents

summary

reguest them to be added as a Seard .
need to approve this user as a potential search committee member user in the system befare they can bg

group.

selected, click ‘Close’
to return to the Search
New ACCount Committee Member

If you search for an existing account under the "New Search Committee Member" using the username or tab.
find the user you are seeking, you may complete the form in this section to request an account be created
the submit button, the requested user account will be pending review by OEO for approval. Users will receive an email once their
account is approved.

The Chair for this search MUST be Search Chair trained and be on the approved list on the OEQ website. (Click here for the list)

Colorado State University
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Posting - Search Committee Tab (cont.)

@ Supplemental Questions
@ Qualification Groups

@ Applicant Documents

& Evaluative Criteria

@ References

@ Posting Documents

summary

New Search Committee Member
Using the "New Search Committee Member” section allows you to find an existing user in the system to add as a Search Committee
Member or request a new account altogether.

Existing Account

If you enter either the username or email of a user, the system will return their accountin the search results and allow you to
request them to be added as a Search Committee Member by clicking the "Add Member" button. This is only a request; OEQ will
need to approve this user as a potential search committee member user in the system before they can begin logging in as the user
group.

New Account

If you search for an existing account under the "New Search Committee Member" using the username or email address and do not
find the user you are seeking, you may complete the form in this section to request an account be created for them. Once you press
the submit button, the requested user account will be pending review by OEO for approval. Users will receive an email once their
account is approved.

Note: Added search committee members will show up in the list below. You can designate a

committee member as chair by checking the ‘Committee Chair’ box next to their name.
Please verify that the person is search chair trained before adding them as the chair.

MName Email Committee Chair Status (Actions)
Test User emily.rogers@colostate.edu D approved Actions w
Remove from

Posting

Add Existing User Create New User Account

1. If a committee member is NOT a CSU employee, Note: If you need to remove a search
you will need to create a guest user account for them. committee member, hover over Actions
Click on the ‘Create New User Account’ button. and select ‘Remove from Posting’.
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Posting - Search Committee Tab — Guest User (cont.)

Editing Postin 5
mid Aol Search Committee
Posting Details
@ Essential Job Duties
@ Position Budget Inform... Assigning Sear

@ Alternative Appointmen...
@ Background Check Requi...

@ Supplemental Questions

Using the top g
Committee Me
need to find or

New Search Ca
Using the "New

1. In the pop up window, enter
the guest user’s First Name,
Last Name, email address, and
a Username you create for .
them. Most people enter
usernames that are similar to

CSU elD’s (ex: emilyrogers,
erogers, emilyr, etc.). Once
you have filled in the required T
fields, click the ‘Add Member to 22
Search Committee’ button.

Request that someone be granted access to the system for

rermber.

the purpose of serving as a Search Committee

Reguired fields are indicated with an asterisk ().

Account Information

w Search Committee Member.

enter the following information to create an account

First Hame |
Last Hame
Email

Username

Make this user committee chair

Add Member to Search Committee

Search Committee Members

Name

Test User

Email

emily.rogers@colostate.edu (]

Committee Chair

O rs

e system that have been previously approved as Search
tee Member or Chair user group in their account, you will
r' section instead.

sisting user in the system to add as a Search Committee

hiir st e ear ol res 2 st Fhow you to
- guest usel aLLOUlt, UELD WL TEVIEW
© and approve the request.

' berlusingsihe usgrnpme o email addressmand do nat
r:qUESE an account be rreated yor them. Enceyoy pres
Et) forapblovalZUses wiltTedeieay dvrddt it meir

oved list on the OEQ website. (Click here for the list)

Status (Actions)

approved Actions v
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Posting - Search Committee Tab (cont.)

Welcome, Test User My Profile Help logout

User Group:

oY

University

Initiator v

Home Postings ~ Shortcuts ~

Postings / Faculty / Assistant Professor (Draft) / Edit: Search Committee

Editing Posting Search Committee

Posting Details

@ Essential Job Duties

© Position Budget Inform... Assigning Search Committee Members 1. When you are finished adding the
® Alternative Appointmen... using t.he top section Iabeleq "Search” allows you to find existing users in .tl“e SRSl search committee, click ‘Next’ to go
Committee Members or Chairs. If a user does not have the Search Committee Membe

to the Evaluative Criteria tab, ‘Save’

@ Background Check Requi... need to find or create their accountin the "New Search Committee Member" section i .

to return to complete the posting at
© Supplemental Questions New Search Committee Member a later time, or ‘Prev’ to return to the
® Qualification Groups Using the "New Search Committee Member” section allows you to find an existing use previous tab.

Member or request a new account altogether.
& Applicant Documents

S he it Existing Account
earch Committee . . ) i .
f you enter either the username or email of a user, the system will return their account in the search results and allow you to

® Evaluative Criteria request them to be added as a Search Committee Member by clicking the "Add Member" button. This is only a request; OEOQ will
need to approve this user as a potential search committee member user in the system before they can begin logging in as the user
@ References group.
@ Posting Documents
£ N New Account
summary f you search for an existing account under the "New Search Committee Member® using the username or email address and do nat

find the user you are seeking, you may complete the form in this section to request an account be created for them. Once you press
the submit button, the requested user account will be pending review by OEO for approval. Users will receive an email once their
accountis approved.
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Posting - Evaluative Criteria Tab (Not Recommended)

Welcome, Test User My Profile Help @ logout

Cd% . o User Group:

Initiator v

University

Home Postings ~

Shortcuts

Postings / Faculty / Assistant Professor (Draft) / Edit: Evaluative Criteria

Editing Postin . L
g g Evaluative Criteria — I J— I —
Posting Details

@ Essential job Duties

@ Position Budget Inform... OEO does not recommend using this section. There will be training developed in thg

1. When ready, click ‘Next’ to go to the
References tab, ‘Save’ to return to
complete the posting at a later time, or
‘Prev’ to return to the previous tab.

@ Alternative Appointmen. . o |
i a Criterion”. A pop up sectiol
Note: OEO DOES NOT recommend using Evaluative Criteria at this time.

Adding Existing criterion: There are two ways to search for approved criterions to ad
@ Qualification Groups the key word search or filter by criterion category.

@ Applicant Documents Assign Points: Click on the criterion that has been added and a dropdown menu will appear where points can be associated to each

&< hC ) answer on the criterion.
Search Committee
Evaluative Criteria Workflow State; Select the workflow state in the applicant process when you would like for Search Committee Members to begin
rating applicants for the selected criterion.

@ References

© Posting Documents Criterion Weight: You can designate the weight of a criterion relative to others in the weight field. It is recommended your total
= — weights add up to 100 in order to easily use this function. (The system will not check nor force you to have your total weight equal
summary 100).

Add a Criterion

Colorado State University




Posting — References Tab

Hire Welcome, Test User My Profile Help logout

CO% C? User Group:
TRl
~Fniversity ife Initiator

Shortcuts ~

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

4. When complete, click ‘Next’ to go to the
Posting Documents tab, ‘Save’ to return to
complete the posting at a later time, or
‘Prev’ to return to the previous tab.

@ Qualification Groups
Minimum Number of

2. If the committee wants to solicit References
letters of recommendation from
references, then ‘Yes’ will need to
be selected from the Accept

Reference Letters drop-down ficcept Reference 3. The Last Day a Reference Provider Can Submit
menu. The Settings page will also -

dtob . dt i Reference Letter field allows the committee to select a
Inette Of ey |gured t'o anTp Last Day a Reference date when references are no longer able to provide a
i R e i 2 o Provider Can Submit letter of recommendation. Only use this field if you are
see our Reference Letter i of ]

soliciting letters of recommendation from references.

Maximum Number of
References
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Posting — Posting Documents Tab

Hire Welcome, Test User My Profile  Help

User Group:

Initiator

NOTE: Use the Posting Documents tab to upload the applicant screening tools for the search. Applicant
screening tools are predetermined rating mechanisms utilized by a committee during the initial review of
applications to determine which candidates are moving forward in the search process. These tools
typically consist of the Minimum Qualifications screening form and an Applicant Rating Sheet (aka
applicant screening form). These forms must be uploaded on this tab to complete the posting.

Shortcuts ~

** |f you are using disqualifying Supplemental Questions, the Minimum Qualifications Screening Form is
not required **

**|f you are offering a Signing Bonus that is more than $2,500, please attach the approval of the
additional amount in one of the unused document slots on this page.**

® Supplemental Questions
& Qu ion Groups

& Applicant Documents

& Searc ommittee

@ Evaluative Criteria

& Refe

1. To attach a screening form, hover over
Posting Documents 4 the Actions drop-down and select
summary Applicant Screening Form ‘Upload New’ from the drop-down menu.

(DO NOT USE)Short Version of Posting(DO NOT USE)

Faculty - Alternative Appointment - Dean's Recommendation Letter
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Posting — Posting Documents Tab (cont.)

Welcome, Test User My Profile Help logout

Colm

University

User Group:

Initiator b

Home Postings

Shortcuts
Postings / Faculty / Assistant Professor 1%

Upload a Applicant Screening Form

d description of the document. To choose a file to uplead, click the Choose File button and select the file from your compurter.
1. To upload a document, click |JSdSGERTLIIEILE

‘Choose File’.

Please note, depending on @ Open x
your web browser, this button « « A | |« LiveTrainings » Tenure Track Faculty Search v @ | Search Tenure Track Faculty 5. 0
may be labeled as ‘Browse'. e et = . o @
- Marme Date modified Type - Siz
File to upload o file chosen 7 Quick access

IE:' Applicant Screening Form - Yes, Mo, May..l 7/12/2018 5:03 PM Microsoft Excel W...

[ Desktop

1‘ Downloads
Write Applicant Screening Form [ Documents 2. Locate the file on your
&= Pictures computer then select ‘Open’.
3 This PC
W
LU 4 >
File names:

3. Select ‘Submit’.

Cancel
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Posting — Posting Documents Tab (cont.)

o Document 'Applicant Screening Form 03-04-19 11:38:30" was successfully created.

Welcome, Test User My Profile Help

- User Group:

Note: A banner across the top of the page will Initiator v
let you know that the upload was successful.

Holime FOSUNgs Shortcuts ~

Postings / Faculty / Assistant Professor (Draft) / Edit: Posting Documents

Editing Postin .
Posting Details

@ Essential Job Durties

@ Position Budget Inform... To add a document to the posting, haver over the blue Action text link to the right of the document name.

@ Alternative Appointmen... ) i i
Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types

@ Background Check Requi. that are supported as attachment include .doc, .docx, pdf, rtf, .rox (e, (i, f, jpeg, jpe, jpg., png, .xls and .xlsx. All documents

) uploaded will be converted to .pdf for security.
& Supplemental Questions
PDF conversion must be completed for the document to be valid when applicable.

@ Qualification Groups

Document Type MName Status (Actions)

Note: The system automatically converts

1. Once finished, select ‘Summal’y’ ernative Appointment - Resume ¥
all uploaded documents into PDFs.

from the left side menu.

® References Minimum Qualifications Screening Form Actions w

P h Applicant Screening Form 03-04-19 PDF conversion in
Applicant 5creening Form .
1:38:30 process

Colorado State University
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Posting — Summary page

Welcome, Test User My Profile Help

User Group:

Note: The posting Summary displays all previous pages and their Initiator
information. In addition, new links appear access the top: History (all

transactions associated with the posting), Settings (which department Shortcuts ~

the posting resides in and other information), and the Associated

Position Description. To access these areas, simply click on the tab. Search Results: Next

= Posting: Assistant|Professor (Faculty) Ecit

Current Status: Draft .
W See how Posting looks to Applicant
Position Type: Facul Created by: Test User "
P v y B Print Preview (Applicant View)
Department: College of TMS Owner: Test User
Training (0000) €= Print Preview
[ Add to Watch List
Summary History Settings Associated Position Description

Note: In addition to summary information about your

Please review the details of the posting carefully before continuing. posting, you may also ‘See how Posting looks to

_ _ _ _ Applicant’, print preview the ‘Applicant View’ of the
To take move the posting, select the appropriate Workflow by hovering over the orange "Take Action on

and also add this posting to your Watch List. in the popup box that appears. When you are ready to sub p_OStmg’_ or ‘Print Preview’ the whole pOStmg _as itis
box. viewed internally. You can also add the posting to

To edit the posting, click on the Edit link next to the Section Tab in the Summary Section. This will take yg your Watch List Doing so will allow you to track the
orange icon with an exclamation point, you will need to review this section and make necessary correctig r ]
postlng on your TMS homepage.

For additional help filling out an AP posting, please see the AP Posting training guide located here
For additional help filling out a Faculty posting, please see the Faculty Posting training guide located hera

& Posting Details Edit
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Posting — Move in Workflow (Initiator = EO Coordinator)

Welcome, Test User My Profile Help logout

User Group:

CORee

Unifversity

Initiator v

Home Postings ~ Shortcuts ~

Postings / Faculty / Assistant Professor (Draft) / Summary Search Results: Next

1. Once you have sufficiently reviewed the posting and are ready

D Posting' J.X351 to move it to the EO Coordinator for review, hover over the "Take

Action on Posting’ button and select ‘Standard Search Process _ _ _
Current Status: Draft . . ) Keep working on this Posting
(move to EO Coordinator Review)'.

Position Type: Faculty WORKFLOW ACTIONS

Department: College of TMS Owner: Test Alternative Appointrment
Training (0000) Reguest (move to EO
Standard Search Process (move to Hiring Coordinator Alternative
Authority Review and Approval) Appaintment Approval)
Summary History Settings Associar Comments (optional) Reassien imove to lnitiator]
| Standard Search Process (move

to EOQ Coordinator Review)

Prormotional Annoucernent
2. You may add relevant trnove to DEQ Prormotional

comments for the Hiring Authority

A li& Posting” buttc A Ravi g
It your posting, ¢ nhouncermnent Review)

in the optional Comments box. E—
When ready, click ‘Submit’. : Submit I Cancel directly to the Posting Page to Edit. If a section has an

18 before moving to the next step in the workflow.

For additicnal help filling out an AP posting, please see the AP Posting training guide located here
For additional help filling out a Faculty posting, please see the Faculty Posting training guide located here
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Posting — Move in Workflow (EO Coordinator = Hiring Authority)

Welcome, Test User My Profile Help logout

User Group:

| EC Coordinator j

University

Home Postings Shortcuts ~
Postings / Faculty / Assistant Professor (EO Coordinator Review) / Summary Search Results: Next
- L] . . . -
= Posting: Assistant Professor (Faculty) Edit Take Acton On Posting v

Current Status: EO Coordinator Review Keep working on this Posting

Position Type: Faculty Created by: Test User WORKFLOWACTIONS

Department: College of TMS Owner: EO Coordinator Return to Initiator frmove to

Initiator)

Training (0000)

Hiring Authority Review and

Approval tmove to Hiring
Approve (move to OEO Review and Authority Review and Approvall
Approval)
Comments (optional)

Summary History Settings Applicants

1. Once the EO Coordinator has
sufficiently reviewed the posting
2. The EO Coordinator may add . B posting” and is ready to move it forward to

any relevant comments for the in t it your pos the Hiring Authority for review and
Hiring Authority in the optional £ approval, they will hover over the

Please review the details of the posting carefully bef(

Comments box. When ready, they t_fl :hej ‘d‘;eft Al ‘Take Action on Posting’ button and
will click ‘Submit’. — : Submit I ST Aadebll sclect ‘Hiring Authority Review and
Approval (move to Hiring Authority

Lo —

For additi :mal help fil |ng aut a Faculty posting, please see the Faculty Posting training guide located here Review and Approval)’.
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Posting — Move in Workflow (Hiring Authority = OEQ)

Welcome, Test User My Profile Help @ logout

User Group:

| Hiring Authority '|

Hiring Proposals ~

Postings / Faculty / Assistant Professor (Hiring Authority Review and Approval) / Summary Search Results: Next
- L] ¥ . 5 o
= Posting: Assistant Professor (Faculty) Edit Take Action On Posting v
Current Status: Hiring Authority Review and Approval I Keepworking on this Posting
Position Type: Faculty Created by: Test User WORKFLOWACTIONS
Department: College of TMS Owner: Hiring Authority Return to Initiator (move to
Training (0000) |hitiator)
DEC Final Review frove to
DEOQ Final Rewiew)

Summary History Settings Applicant  Approve (move to EQ Coordinator Review) ied Position Description
Comments (optional) | |

1. Once the Hiring Authority has

Please review the details of the posting carefully be SUfﬁ(_:ientIy reviewed the pOSting
and is ready to move it to OEO for
2. The Hiring Authority may add  E&yl] DR final review and approval, they will

any relevant comments for the | /ﬁ [ Balss hover over the ‘Take Action on

OEQ in the optional Comments . s Posting’ button and select ‘OEO
box. When ready, they will click ill nee e Final Review (move to OEO Final
‘Submit’. : Submit I Cancel Review)'.

please

For additional help filling out a Faculty posting, please SESEhEFECUITPRGStHNETFEININEEUdelotatatinaEran
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Final Review and Approval — OEO

Welcome, Emily Rogers My Profile

User Group:

I OEO

Applicants > Hiring Proposals ~ Onboarding Events ~

Postings / Faculty / Assistant Professor (OEO Review and Approval - In Progress) / Summary Search Results: Previous
- - . . _ .

Posting: Assistant Professor (Faculty) Edit Take Action On Posting v

Current Status: OEQ Review and Approval - In Progress Keep working on this Posting

Position Type: Faculty Created by: Test User WIORKELOW ACTIONS

Department: College of TMS Owner- OEQ Return (move to EO Coordinator

Training (0000) Review)

Approved (move to OEOQ Review
and Approval)

Summary History Settings Applicants Reports Hiring Proposals Associated Position De  Alternative Appointment
Approved (move to Alternative
Appointment Approved)

Approved-Pending (move to
Approved-Pending)

1. Once OEO has sufficiently reviewed the posting, they will hover over the
Take Action on Posting button and select ‘Posted (move to Posted)'.

n
Posted (move to Posted) I =

Delegate to Initiator (move (o
Ta edit the posting, click on the Edit link next to the Section Tab in the Summary Section. This will take you directly tothe F  Initiaron)

orange icon with an exclamation point, you will need to review this section and make necessary corrections before moving ) )
Delegate to Admin Help (move

S1T] N . B - (o = C { ". )
For additional help filling out an AP posting, please see the AP Posting training guide located here (o Delegate to Admin Help)

For additional help filling out a Faculty posting, please see the Faculty Posting training guide located here OEO Return Posting o EQC
(move to OEC Return Posting to
: . EOQCQ)
& Posting Details Edit
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Posting Approved Notification E-mail

Colorado State University

Q o‘{%
Hello Test User,
The Assistant Professor position (Posting #: 201800140F) 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 pasting this announcement in other venues.

Position #: 010003.0001

Note: The Applicant Manager will receive an
email notification from the system saying that the

Job Title: Assistant Professor ' _
posting has been approved. You may now begin

Department: College of TMS Training advertising in your selected recruitment venues.

Thank you, Note: All postings are automatically added to the

CSU Jobs website, Connecting Colorado,
Indeed.com, and HigherEdJobs.com.

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

If you have an issue or questions please see our training website at http://oeo.colostate edu/talent-management-system-tms or email OEO at oeo@colostate edu
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Need further help?

Please visit the OEO website for more
resources on the CSU Talent Management
System (TMS) at:
https://hr.colostate.edu/talent-
acquisition/

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

Colorado State University
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