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Create/Modify an Administrative Professional/Research

Professional Position Description

Below are the approval steps involved for Position Modifications:

HR Professional
or Initiator

Siarts Position ADDIOVES Transitions to Applicant
Modification and Edits " %‘?r o Tracking side of TMS and
Permissible Fields odicaton Initiates Posting

Below are the approval steps involved for Cloning a Position (skip to page 9):

HR Professional HR Professional

HR Professional HR Records HR Prof_e_ssmnal, Inl_tlatc-r
or Hiring Authority

EJEELE”EE?;EEE Ttrizrr? iﬁ"figreant. Assigns Position Transitions to Applicant Tracking side of
ar;d submits tanH F'D:itiur? Mumber and TMS and Initiates Posting or Creates
Assignment. Approves Clone. Hiring Proposal for second hire.

The table on the following slides demonstrates items/fields that may be updated by the HR Professional
user group in the TMS that don’t require HR Classification and Compensation review. If you have any
guestions, please reach out to hr_cca@colostate.edu.
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Completing the Modification/Clone

The following table demonstrates which fields the HR Professional may change or update on a modification or clone. These

changes do not require HR Classification and Compensation (CCA) review.

Position Field Requires CCA Approval Does Not Require CCA Approval

Classification Title X

Working Title X

Employment Category X
Salary Range If more than 10K If less than 10K
Salary Basis X

Department X

Description of Work Unit X
Position Summary X
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Completing the Modification/Clone

Position Field Requires CCA Approval Does Not Require CCA Approval

Position Supervises
Decision Making
Conditions of Employment

Required Qualifications

Preferred Qualifications
Hiring Authority

Work Hours/Week

Job Duty Category

Duty/Responsibility

Percentage of Time

X

X

Substantive change

X
Substantive Change

Substantive Change

Substantive Change

X

Non-substantive change (i.e.,
grammatical edits)

X
X

Non-substantive change

Non-substantive change (i.e.,
updating software names,
grammatical edits

Non-substantive change
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How to Modify a Position Description

Position Management Welcome, TestUser My Profile Help logout
1. Select the Position Management

module by clicking the three dots in _
the top-left corner of the screen. HR Professional

User Group:

O Applicant Tracking System

O Position Management

Descriptions Classifications ~ Shortcuts ~

ine Recruitment System
2. Select HR Professional from the

Colorado State University User Group drop-down menu.

Employee Portal

Postings E) Hiring Proposals Position Requests 3 Onboarding Tasks

CURRENT STATE DAYS IN CURRENT STATE

I Evaluated Applicants
OSTDOCTORAL FELLOWSHIP Initiator 1900 I Unevaluated Applicants

Initiator

14 Committees Served By
Initiator Department last 365 Days

5 COLORADO STATE UNIVERSITY



How to Modify a Position Description

Position Management Welcome, Test User My Profile Help

oY

University

User Group:

HR Professional v

Position Descriptions ~ Classifications ~

Note: Position descriptions can be found in two

State Classified separate areas of the system. Positions that have
Welcome to | _qiare Claccifiod Pocirion Bequiocrs already been created or modified and are moving
through the approval process or have been saved for

later will be found under the ‘Requests’ options.

Admin Professional/ Research Professional I
Admin Professional/ Research Professional Positio
Faculty Once a created or modified position has been

Special Hanf  Faculty Position Requests ‘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

B=U 1. Click on Position Descriptions from the top menu description for the first time or just starting a

modification, you will start in the position ‘library’.

and select Admin Professional/Research Professional.

TITLE CURRENT STATE DAYS IN CURRENT STATE

I Evaluated Applicants

SURGICAL ONCOLOGY POSTDOCTORAL FELLOWSHIP Initiator 1900 I Unevaluated Applicants
Clinical Sciences

Assistant Professor Initiator 1867
Clinical Sciences )

14 Committees Served By
Assistant/Associate Professor Initiator 896 Department last 365 Days

Clinical Sciences
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How to search for and Modify a Position Description

Home Position Descriptions ~ Classifications Shortcuts ~

Position Descriptions / Admin Professional/ Research Professional

Note: When you first navigate to the position library, you will be able i
3 e Ay n reate New Position Description

to see every active position description within the department(s) for

which you have the HR Professional user group assigned.
1. To search for the specific
position description you wish to
modify, click the More Search

Options Button to expand the
additional search option fields.

Add Column: !f\dd Column

Status: | (L active
Note: If you know the position number, enter it

Position Number: |012348.0001 into the Position Number field then click Search.
Department: | pepartment |

Note: The HR Professionalgroup shoud o

modify positions that are currently occupied. Please
transition to the Initiator user group if you need to
Ad hoc Search X Admin Professional/Research... modify a current employee’s position description.

1 ] rds 0 Clear selection? w
2. When you have located the position you

wish to modify, click on its working title. (Actions)
Employee Employee
Working Title Number Department First Name Last Name Supervisor

Academic Success 012348.0001 College of TMS Coordinator: Search Approvals & Office

Coordinator Training (0000) Operations (Becca McCarty) nEROnE

7 i) COLORADO STATE UNIVERSITY



How to Modify a Position Description

Position Management Welcome, Emily Rogers | logout
User Group:

§ e @ ‘ HR Professional hd

Shortcuts ~

Home Position Descriptions ~ Classifications

Position Descriptions / Admin Professional/ Research Professional / Academic Success Coordinator
‘ﬁ
E Print Preview

-B Print Preview (Employee View)

* Modify Position - HR Professional I

1. Click Modify AP Position.

Position Description: Academic Success Coordinator (Admin Professional/ Research Professional)

Current Status: Active

Position Type: Admin
Professional/ Research
Professional

Department: College of TMS
Training (0000)

Summary History Associated Classification

@ Position Justification

Position Justification

COLORADO STATE UNIVERSITY




How to Modify a Position Description

Position Management Welcome, TestUser My Profile Help logout
(:O% User Group:
University Initiator v

Classifications ~ Shortcuts ~

Position Descriptions / Admin Professional/ Research Professional / Modify Position - HR Professional v

Start Modify Position - HR Professional Position Request on Academic Success Coordinator?

Once it has been started, this position request will lock the position description from other updates until the position request has completed.
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How to Modify a Position Description

From here, you may now follow the remaining instructions starting on page 17.
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How to Clone a Position Description

Position Management Welcome, TestUser My Profile Help logout
1. Select the Position Management

module by clicking the three dots in _
the top-left corner of the screen. HR Professional

User Group:

O Applicant Tracking System

O Position Management

Descriptions Classifications ~ Shortcuts ~

ine Recruitment System
2. Select HR Professional from the

Colorado State University User Group drop-down menu.

Employee Portal

Postings E) Hiring Proposals Position Requests 3 Onboarding Tasks

CURRENT STATE DAYS IN CURRENT STATE

I Evaluated Applicants
OSTDOCTORAL FELLOWSHIP Initiator 1900 I Unevaluated Applicants

Initiator

14 Committees Served By
Initiator Department last 365 Days

11 COLORADO STATE UNIVERSITY



How to Clone a Position Description

Position Management Welcome, Test User My Profile Help

oY

University

User Group:

HR Professional v

Position Descriptions ~ Classifications ~

Note: Position descriptions can be found in two

State Classified separate areas of the system. Positions that have
Welcome to | _qiare Claccifiod Pocirion Bequiocrs already been created or modified and are moving
through the approval process or have been saved for

later will be found under the ‘Requests’ options.

Admin Professional/ Research Professional I
Admin Professional/ Research Professional Positio
Faculty Once a created or modified position has been

Special Hanf  Faculty Position Requests ‘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

B=U 1. Click on Position Descriptions from the top menu description for the first time or just starting a

modification, you will start in the position ‘library’.

and select Admin Professional/Research Professional.

TITLE CURRENT STATE DAYS IN CURRENT STATE

I Evaluated Applicants

SURGICAL ONCOLOGY POSTDOCTORAL FELLOWSHIP Initiator 1900 I Unevaluated Applicants
Clinical Sciences

Assistant Professor Initiator 1867
Clinical Sciences )

14 Committees Served By
Assistant/Associate Professor Initiator 896 Department last 365 Days

Clinical Sciences
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How to Clone a Position Description

Position Management Welcome, Emily Rogers  logout
C% User Group:
University ‘ HR Professional A

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Descriptions / Admin Professional/ Research Professional ¥

Admin Professional/ Research Professional Position ||
DeSCI'ip‘tionS 1. Click on +Create New Position Description.

e

Admin
Professional/Research...
"Admin Professional/Research Professional Positions" @ Selected records o Clear selection?
2 Next—
Position Employee  Employee (Actions)
Working Title Number Department FirstName LastName  Supervisor Status
Academic Success College of TMS Training Coordinator: Search Approvals & Office Operations (Becca .
O Coordinator 012341.0001 (0000} McCarty) Active Actions v
Academic Success College of TMS Training Coordinator: Search Approvals & Office Operations (Becca ; :
U Coordinator 012342.0001 (0000} McCarty) Active Actions v
Academic Success College of TMS Training Coordinator: Search Approvals & Office Operations (Becca .
O Coordinator 012343.0001 9000} McCarty) Active Actions v
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How to Clone a Position Description

Position Descriptions ~ Classifications Shortcuts ¥

Position Descriptions / Admin Professional/ Research Professional / Create New AP Position ¢

(-
\ Create New AP Position i o
= Start Position Request Cancel

To create a new Position Description, select a title and Organizational Unit. Select a Position Description below to clone from an existing Position
Description.

Working Title *

Organizational Unit

Division * Provost/Executive Vice President (1001DV)

Academic/Reporting Area * College of TMS Training Rptg Area (O000RA)

1. On the next page, scroll down to find the

. . .. . College of TMS Training (0000)
Clone an existing Position Description section.

Saved Searches v Q More Search Options v

Clone an existing Position Description?

COLORADO STATE UNIVERSITY




How to Clone a Position Description

Q Hide Search Options v

Add Column: | Add Column

1. In the More Search Options menu, enter the

Department: i " i .
P Department position number of the position you wish to clone or
I Position Number: (012348 find it in the list below. If you are cloning an occupied
pr— position, you may also use the Last Name field.

Clone an existing Position Description?

2. The position you wish to clone should appear in the list below. Select the
position by checking the radio button next to the working title. This tells the
system that you will be creating a new position description based on the
selected position description which in turn, will clone/pullover many of
the fields found on the selected position description.

esitis Ble Bloyee (Actions)
Working Title Number Department First Name LastName  Supervisor Status
Academic Success College of TMS Training Coordinator: Search Approvals & Office Operations (Becca . ‘
Coordinator 012348.0001 (0000} McCarty) Active Actions v

3. When the correct position description is selected, click Start Position Request. I Start Position Reguest

COLORADO STATE UNIVERSITY




Position Justification Page — Cloning a New Position

m Save & Continue

@ Position Details
‘ 1. Fill out the Justification of Need field.

Notg; When y(_Ju_cIone a S Be sure to mention that this position is a
position description, you will be clone and provide the position number of
redirected to the Position e cloning 2 posttion geic”ption e the position that was cloned.

o a oA use It Tor a secon Ire out or a curren
JUStIflrath(;'l pafge Ift_a pOfSItIOﬂ search. The position is exactly the same as
was cloned, information from ) )
S S e M— [ — the one that was cloned (02341.0001)
will appear in the fields below. 2._Selec.t.Yes or No from the Is
Please be sure to update these 7 this position gift or grant
fields accordingly. Please note " - pr— B funded? drop-down menu.
that this is the only page that is

ifferen ween the clon l T
gpt?oﬁ ;nt:je:h ; ?n otji?y%(p))tiin grant funded? |22 3. If the position is gift or grant funded,
. ; Please indicate the _ please indicate the percentage in this
Please navigate to page 17 to percentage of gift or lo field. If th tion | ¢ qift ;
view the ‘modification’ required | grantfundingforthis o rnded pleace enterin O ield. If the position IS not gitt or gran
fields. To continue the position. If this position is not gift or grant funded, please enterin 0 funded, please enter 0.
create/clone process, please Eoiroe Airiding

navigate to page 19 once you - S— AN Sy /| Please indicate which funds the position is

are finished filling out the Check the box if this being funded from. If the position is not grant

Position Justification page. i 7 or gift funded, please enter 0.

Administrative
Professional conversion

If this position is SC to Note: These two fields are optional.

AP conversion please .
provide the State Please leave them blank if they do

Classified title, name of not apply to your position.
employee, and position
number.

Is this position gift or

16 s COLORADO STATE UNIVERSITY



Position Justification Page — Modifying a Position

Position Requests / ...

Position Justification

@ Classification Selection

Note: When you modify a position
description, you will be redirected to
the Position Justification page.
Please note that the Position

Justification page is the only page
with differences between the
create/clone option and the modify
option as it has the additional
Reason for Modification multiselect
field. All other fields are the same.

Position Request Summary

Position Justification

% Check spelling
* Required Information

/ Modify AP Position / Academic Success Coordinator / Edit

Reason for Modification

m Save & Continue

Reason for Position
Modification

Degree Exception Review
¥ Vacant/Need for Posting
) Salary/Off-cycle request
Job Title Change - Salary Adjustment
Job Title Change - without a salary adjustment
Reorganization
I Transfer position to new Department/Unit
) FLSA Review
SalX Request/Update
¥ Change in duties
) Promotion

Promotion (RA Series requiring an AAR)

Position Reclassification
I Replacement of Supervisor
¥! Updarte Position Description

Budget Update

Other_

Change in Employment Category (to or from regular)

1. Select your reason for
modification. Multiple options may
be selected. If you are unsure if
the modification will result in a
new classification, please cancel
the current modification and
submit it as an Initiator through
the standard approval process.

——
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Position Justification Page — Modifying a Position (cont.)

Position Justification

1. Fill in the Why are you modifying
this position description field with as
much detail as possible. It's helpful to

Updating position to use for a search. Will be

Wh difyi
yareyou modifying |, g changos to the dullos, quaNifications s

this position

include information regarding the « | description? well as the position summary.
specific modifications you will be 4

making to the position description i.e. Flease elaborate on reason Wiy position is being submitie gy MY\ N VAN ST N[oRi 1o 1 R A= R
We are updating the program this AIOCESSITE: this position gift or grant
updating the position’s supervisor to * || grant funded? No ¥

get it ready for a search.” etc.

Please indicate the
percentage of gift or 0 3. If the position is gift or grant

grant funding for this If this position is not gift or grant funded, please ente funded, please indicate the

it percentage in this field. If the
position is not gift or grant
Source Funding 0 I funded, please enter 0.
4. Please indicate which funds —

the position is pgmg_funded Chadkthe haxif this
from. If the position is not grant position is a State
or gift funded, please enter 0. Classified to
Administrative
Professional conversion Note: These two fields are optional.
Please leave them blank if they do

If this position is SC to not app|y to your position.
AP conversion please
provide the State
Classified title, name of
employee, and position
number.

e
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Position Justification Page

Position Requests / ... / Modify AP Position / Academic Success Coordinator / Edit

Editing Position R t 4o 3 : .. - -
M S SO RS e ato: S LNITEGie=1 )l 1. \When you are finished filling out the Position

Justification page, click Save & Continue to

D — navigate to the Classification Selection page.

@ Position Details % Check spelling

* Required Information

Reason for Modification

@ Essential Job Duties

@ Functional Attributes

@ Position Budget Inform... R b !

¥} Vacant/Need for Posting
@ Background Check Requi... R
Salary/Off-cycle request

@ Supervisory Position Job Title Change - Salary Adjustment

@ Employee Job Title Change - without a salary adjustment
; rganiz n

@ Position Documents Recizanizator
Transfer position to new Department/Unit
Position Request Summary
) FLSA Review

) SalX Request/Update
Reason for Position

Modification ¥ Change in duties

Promotion
Promotion (RA Series requiring an AAR)
Change in Employment Category (to or from regular)
Position Reclassification
Replacement of Supervisor
¥! Updarte Position Description
Budget Update

Othe*_

This field is required.

COLORADO STATE UNIVERSITY




Classification Selection Page (DO NOT EDIT)

Position Management Welcome, TestUser My Profile Help logout

Lniversity

User Group:

‘ HR Professional ~

Note: The HR Professional user group should not modify this page. If you
I believe the position you are modifying/cloning needs a different classification, Shortcuts ~

please cancel the current position modification/clone and restart the process

as an Initiator, sending it down the standard approval workflow.

Editing Position Request

Classification Selection << Prev Save & Continue

@ Position Justification

Classification Selection I

© Position Details Itis optional to complete this information. This tab will be reviewed and completed TRV ready, click Save & Continue
® Essential job Duties Job Family Definitions

Job Levels
@ Functional Attributes Selected Classification

@ Position Budget Inform...

Classifications - Filter these results

@ Background Check Requi...

@ Supervisory Position All Classifications “All Classifications”

© Employee 2|[3][4|[s][6|[Z|[&][a] .. [1a|[19]]Nexx—
@ Position Documents
) (Actions)
Position Request Summary Classification Title Classification Code Classification Status
Admin Asst to President 009521 Approved Actions v
Administrator 008000 Approved Actions v

COLORADO STATE UNIVERSITY




Position Details Page

Position Management Welcome, TestUser My Profile Help

oY

University

Note: The following slides will demonstrate whatcan 0o+ Shorteits
and cannot be updated by the HR Professional. All
fields highlighted in red are required. 5 Coordinator / Edit

User Group:

HR Professional ~

If this is a cloned or modified position description,

many of these fields may already be filled in.

@ Classification Selection

| Position Details : ¢ Check spelling

* Required Information
@ Essential Job Duties —

Classification Information

If you need to change the Classification, please click on the "Classification Selection" tab.

@ Functional Attributes

@ Position Budget Inform...

Classification Title Prof/Indiv Contrib ||
@ Background Check Requi...
Classification Code ACPIO2
@ Supervisory Position
@ Employee Salary Grade . N
1. Many of the top fields on the Position
© Position Documents Min Salary Details page will not be editable. Scroll
Position Reques[ Sun']mary dOWﬂ '[0 COnt'nue f|”|ng Out the page
Mid Salary

Max Salary

Employee Information

COLORADO STATE UNIVERSITY




Position Details Page (cont.)

Employee Information

Note: The Employee Information section should be blank. The HR Professional
user group should not modify currently occupied positions. The only time it's
appropriate for the HR Professional user group to modify an occupied position is
if the employee seated in the position will be vacating their position and the
Note: A Position Number will only department wishes to update the position before searching for their replacement.

. o Employee Id
appear if you are modifying a Y

osition description. If you are T i :
Eloning a positir:)n, HR )I/?ecords will Position Information 1. The position’s working title will appear in

assign a position number once the Working Title [Academic Success Coordinator this field. You may only make non-
gl substantive changes to this field without

clone is sent to their queue. e : ualks :
requiring HR CCA S review (i.e., adding a
program name or fixing a typo). If you have
PD Job Number any questions regarding what can and

2. Update or enter the cannot be updated/added, please reach out

poquon S SUPETVISors Supervisor Email = . to hr_cca@colostate.edu.
email address if needed. - lemily.rogers@colostate.edu

5. The Propesed Al Sl
Range field may be changed by

up to $10,000 without requiring :::f;‘;sed ARy’ | BA0.000 - 345,000
HR CCA review. For some '
positions, an increase or
decrease in salary may trigger a
FLSA review. If you have any
questions, please reach out to Note: These two fields will

hr_cca@colostate.edu. i
& Department College of TMS Training not be editable by you.

Employee First Name

Employee Last Name

allstarting salary or ra
£ )

Note: The HR Professional user group should not
update the position’s Salary Basis field.

Salary Basis 12-month assignment ¥ |

Non-Exempt

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

22 , COLORADO STATE UNIVERSITY
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Position Details Page (cont.)

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

1. The HR Professional user
group may make any necessary

changes to the Description of

Work Unit field. Description of Work Unit | Established around the 10th century,
HOgWanS is considered to be one of the v
|finest magical institutions in the wizarding o

Mission statement, services provided by department,
posting. This information may be found on your departn 2. The HR Professional may make
any necessary changes to the
Position Summary field.

The incumbent of this position will advise =
4th-year students in Divination, Defense
Against the Dark Arts and Muggle Studies.
This includes advising students on
coursework, providing outreach and
intervention to students of concern,

*

Position Summary

Note: The HR Professional

should not update the Position
Supervises field. If you need to
make edits to this field, either Position Supervises
cancel the current position How many employees will this position supervise? Include titles and employment groups

request and start again as an (SC/AP/Faculty/Student/etc.).
LTI, O (ESET UL I IR 0 Guide students towards making informed =
athr_cca@colostate.edu decisions on 2- and 4-year course completion Note: The HR Pr0f§5_8|0nal s_houl_d
plans not update the Decision Making field.
« | Decision Making Design and implement introductory Y
lundararaduata courceas includinn AI

Provide specific examples of decisions at the highest level of significance that are related to the Essential fJob
Duties of the position, are regular and on-going, do not require supervisory approval, and determine how
the duties are performed.

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

COLORADO STATE UNIVERSITY
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Position Details Page (cont.)

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

| Pre-employment Physical |

Pre-employment Drug Testing
Note: If the position requires driving

1. This field can be

updated if necessary. S i C‘apaow e to conduct CSU business, ‘Valid
¥/ Valid Driver’s License Driver's Licenses’ must be selected
Conditions of _| Essential Services Designation under Con_ditions of Employment,
Employment 3 shife Work [ : Motor Vehicle Background check
must be selected on the
& On-call Status Background Checks page, and the
-l Use, Handling, or Exposure to hazardous materials | following language must be added

as a required job qualification: “Must
: have a valid driver’s license, or be

v Traveel | | able to obtain a valid driver's

[ Special Requirements/Other | license, or have access to a
licensed driver by the employment

I Use of Firearms or Other Weapons

2. Only non-substantive
changes should be made to the

Required Job Qualifications. ;
Please do not add or remove * B.S. or B.A. degree completed by the time of start date.”
required degrees or update » appointment and a minimum of two years of professional
required years of experience. If REQ'{:'Ed!Ob experience in magi_ca! higher egucation working with
you are not sure what counts as Qualifications studfe_nts or other similar experience.
- * Ability to collect, analyze and interpret data, and v
substantive, please reach out to el S
HR CCA. : <
* A Master's degree in Magical Education - 3. The HR Professional user
Completed Ministry of Magic training on magical crisis group may make any necessary
Note: For help formatting any gf:::;’cea‘y:r:)s response, particularly relating to trolls, dementors, and chan_g_es t.o the Preferred Job
text field with bullets, please magical ¥npostors:; Qualifications.
see the * Experience assisting with management of class >
proarams includina advising and course selection. %
+ Hiring Authority 'Rogers, Emily ™7

COLORADO STATE UNIVERSITY
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Position Details Page (cont.)

1. Enter at least one Hiring Authority
in the Hiring Authority field by typing
in their name. You may list multiple
Hiring Authorities. If your desired
Hiring Authority does not appear in
the list of options, please contact

OEO at oeo@colostate.edu.

Note: Please do not edit the
Work Hours/Week field.

Required Job
Qualifications

Preferred Job
Qualifications

* B.S. or B.A. degree completed by the time  *
of appointment and a minimum of two years

of professional experience in magical higher
education working with students or other
similar experience.

* Ability to collect, analyze and interpret data,
and maintain databases. =
* Experience in advising/mentoring students =

* A Master’s degree in Magical Education o
Completed Ministry of Magic training on
magical crisis response, particularly relating

to trolls, dementors, and magical impostors.

* Experience assisting with management of
class programs including advising and

|course selection. -
* Demonstrated creativity, leadership, and y

Hiring Authority

| Rogers, Emily % ‘ I

Note: Please do not update the

Is this an Hourly
position?

I Is this an Hourly position field.
No ¥

=la1lalVs ’/“1’1‘0/’.5 do not have guaranteed hours and may work within a range of 0-40 hours per week.

Work Hours/Week

40

Please enter a value from 0 - 40 representing the n ulber' of work hours per week for this position. If the

position is for an hourly employee, please set the work hours to 0.

<< Prev Save & Continue

4. When complete, click Save & Continue.

COLORADO STATE UNIVERSITY
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Essential Job Duties Page

Note: The HR Professional user group may only make non-substantive changes to the essential job
duties page (i.e., updating grammatical mistakes or adding new programs or department language to
the Duty/Responsibility field). If you are unsure if the change require HR CCA approval, or if you
need to make a change to the Percentage of Time field, please reach out to hr_cca@colostate.edu.

@ Position Details

%% Check spelling

Essential job Duties You MUST include at least two Essential Job Duties for the position to be approved.
* Required Information

& Functional Attributes

Essential Job Duties

@ Position Budget Inform... = 15
Job Duty Category Advising :

© Background Check Requi... E.g. Supervision, Accounting, Project Management, etc.

S Sapervisoly Rasiton * Advises Divination, Defense Against the =
Dark Arts and Muggle Studies students.

* Assists all 4th-year students through issues
including transitions and major exploration.

* Tracks students, provides outreach and
intervention to, and assists faculty with
students of concern. -
* Meets with students on academic

@ Position Documents

Position Request Summary
Duty/Responsibility

60 | *
Percentage Of Time
Remember: Job Duties entries must total 100%

) Remove Entry?

Add Essential Job Duties Entry

Shortcuts ~

ot s s

1. When ready, click Save & Continue.

<< Prev Save & Continue

COLORADO STATE UNIVERSITY
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Functional Attributes Page

Position Management Welcome, Test User My Profile Help

User Group:

Note: Functional Attributes may be updated on this page. ‘ HR Professional .

Home Position Descriptions ~ Classifications ~

Position Requests / ... / Modify AP Position / Academic Success Coordinator / Edit

Editing Position Request Furictional Atiiibibes pestens m

@ Position Justification

@ Classification Selection

@ Position Dezails 2. When complete, click Save & Continue.

Physical Demands

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

Functional Attributes i ]
Link to full definition/description

@ Position Budget Inform...

Exertion of Force A - Sedentary ¥
@ Background Check Requi..
Sitti
@ Supervisory Position e Constant (67-100%) *
@ Employee Standing Frequent (34-66%) T
O Position Documents Cl‘lmbing . : .
» Never 1. To make a selection, click on
Position Request Summary Satancin e select the drop—down menu next to each
€ Rare (0-5%) category and select one of the
Stooping Occasional (6-33%) options that best aligns with the
Frequent (34-66%) physical demands of the position.
, Constant (67-100%)
Kneeling Rare [U-5%] «

COLORADO STATE UNIVERSITY




Position Budget Information Page

Position Management Welcome, Test User My Profile Help

User Group:

Note: On the Position Budget Information page you may click on
the Add Budget Summary Entry button to fill in the Budget
Account Number, Percentage Funded, and Budget Account
Name fields. While not required, this page is recommended and Shortcuts ~
can be helpful when managing funding from multiple grants.

HR Professional

Editing Position R s :

@ Position Justification

@ Classification Selection

@ Position Details

Budget Summa

@ Essential Job Duties
Add Budget Summary Entry
@ Functional Attributes
Position Budget Inform...

@ Background Check Requi...

Save & Continue

1. To add a budget summary entry, click

on the Add Budget Summary Entry button. :
2. When ready, click

Save & Continue.

@ Supervisory Position

@ Position Documents

Position Request Summary

COLORADO STATE UNIVERSITY




Background Check Requirement Page

User Group:

Note: On the Background Check Requirement page select ‘ HR Professional
any additional background checks the department wishes to
conduct for this position in addition to the automatic criminal Shortcuts ~
history background check for new hires and rehires.

Editing Position R g
diting Position Request Background Check Requirsment = PP
@ Position Justification

@ Classification Selection

2. When ready, click
Colorado State University requires a criminal history background check for all new hires. Select “Yes” to the QSRR G{e 811810 =

additional background checks to be performed on the selected candidate.
* Required Information

& Elactonal AR ieS Background Check Requirement

@ Position Budget Inform... Ediication Chade )8 ain

Background Check Requi... educational degree v
check desired?

@ Supervisory Position

@ Position Details

@ Essential Job Duties

Financial History Check:
does the position reside

@ Position Documents

Position R tS in Student Financial . . .

oo pees e ol bt Services Note: If a Motor Vehicle Record Check is required for the
1. All drop-down choices on this T posn_pn, |jc mus_t be reflectgd in the Reqmre(“j Job
page are optional, with the Check: does the position Qualifications field by adding the language “Must have a
exception of the réquired Motor require driving a motor valid driver’s license, or the ability to obtain a driver’s
Vehicle backaround check option . Vehicle (i.e. university s license, or access to a licensed driver by the employment
P sel?act aither Yes oF; No' owned, personal, rental, ¥en start date.” “Valid Driver’s Licenses’ must also be selected

' tec‘)‘c)o ‘:;: c't°‘;’:;"l‘:r:i‘:;'s b in the Conditions of Employment multi-select field.
business?

COLORADO STATE UNIVERSITY




Supervisory Position Page

User Group:

@ HR Professional v

University

Classifications v Shortcuts ~

Position Requests / ... / Create New AP Position / Academic Success Coordinator / Edit

Note: On the Supervisory Position, the HR Professional

may update or add the correct position supervisor. If you Savo
are modifying a position or cloning a position, a

supervisor may already be selected. If you need to

replace a selected supervisor, follow the directions below.

®r this position.

@ Essential Job Duties Selectad Supervisor 1. The easiest way to select a supervisor
© Ciiiictional Atk is to search for their position description.
E Position Descriptionsl Filter these results To do so, click Filter these results.

@ Position Budget Inform...

@ Background Check Requi... Admin "Admin Professional/Research Professional Positions"

Professional/Research...
Supervisory Position : 7 || Next —

@ Position Documents

(Actions)
Paosition Request Summary Position Employee  Employee
Working Titte  Number Department  First Name LastName Supervisor Status
Academic College of
Success 012341.0001 TMS Training Active Actions v
Coordinator (0000)
Academic College of
Success 0123420001 TMS Training Active Actions v
Coordinator (0000)

COLORADO STATE UNIVERSITY




Supervisory Position Page (cont.)

Classifications v

Position Requests / ... / Create New AP Position / Academic Success Coordinator / Edit

Editing Position Request Supi ‘

Note: If you are unable to locate the
supervisor’s position, ensure you
are searching under the correct
‘Position Type’. For example, if a
Faculty member is supervising an
Administrative Professional

research position, ensure you
switch the Position Type field to
‘Faculty’ before clicking Search.

Supervisory Position
@ Position Documents

Position Request Summary

User Group:

HR Professional

Shortcuts ~

Position

Type: Admin Professional/ Research Professional ™
Add Column: Add Column

Status: x Active

Position

Number: 012345.0001

Department:) & College of TMS Training (0000)

Last Name: Granger
‘Coordinator (0000)
Academic College of
Success 0123420001 TMS Training
Coordinator (0000)

1. In the pop-up window, search for the supervisor’'s
position by either entering their position number,

searching within a specific department or by
entering their last name. When ready, click Search.

Search Cancel
Active Actions v

Active Actions v

COLORADO STATE UNIVERSITY
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Supervisory Position Page (cont.)

User Group:

University

‘ HR Professional ~

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / ... / Create New AP Position / Academic Success Coordinator / Edit

Editing Position Request 2 2z
StpenveryPostr s

@ Position Justification
@ Classification Selection

© Position Details Please select the Supervisor for this position.
@ Essential Job Durties Selected Supervisor

@ Functional Attributes Position Descriptions - Filter these results

@ Position Budget Inform...
Admin Professional/Research... Ad hoc Search

Ad h r
@ Background Check Requi... d hoc Search

Supervisory Position (Actions)

© Position Documents Position Employee  Employee
Working Title  Number Department  First Name LastName Supervisor Status
Paosition Request Summary
Director - College of Coordinator: Search
Academic 012345.0001 TMS Training Hemione Granger Approvals & Office 5 ctive Actions v
Advancement (0000) Operations (Becca

Center McCarty)

1. Once you've located the correct
position, check the radio button next
to the position then click Save.

COLORADO STATE UNIVERSITY



Supervisory Position Page (cont.)

Position Management Welcome, Test User My Profile Help
0010@8 User Group:
‘ HR Professional v

Note: The Employee tab willonly s~ Classifications ~ Shortcuts ~
appear if you are Modifying a
position description. If you are
modifying an occupied position
description to prepare it for a Supervisory Position m
search, the employee‘s name will —_—
appear on this page. If you need to
‘vacate’ the position, you may do
so here. Please only vacate the Please select the Supervisor for this position
position if the current occupant has Selected Supervisor

P Position / Academic Success Coordinator / Edit

Note: The selected supervisor should now appear below.

already left CSU or this role,
otherwise, move forward by
clicking on the Position Documents Job Title Director - Academic Advancement Center view
tab.

Position Number

Supervisory Position Position Type Admin Professional/ Research Professional
Org Unit College of TMS Training (0000)
& Position Documents First Name Hemione
Position Request summary Last Name Granger
Email

Position Descriptions - Filter these results

COLORADO STATE UNIVERSITY




Position Documents Page

Position Management Welcome, TestUser My Profile Help

User Group:

Note: On the Position Documents page, you will be required to upload
documents associated with the position, such as the required
Organizational Chart. If you are modifying a position or cloning a position,
an Organizational Chart may already be attached. Please make sure that Shortcuts ¥
it is the most current Organizational Chart for the department or unit.

HR Professional

Editing Position Request -

@ Position Justification

@ Classification Selection

© Position Details Uploads will be converted to PDF documents.

@® Essential job Duties PDF conversion must be completed for the document to be valid when applicable.
L <

Document Type Name Status (Actions)
@ Functional Attributes

@ Position Budget Inform... Current Organizational Chart (Required) 1. To upload a document, hover Actions w
. over Actions and select Upload \
@ Background Check Requi... p Upload
New from the drop-down menu. New
@ Supervisory Position FLSA Form -
Lreate
@ Employee New

State Classified PDQ - Physical Copy (NEW) Ehoose
Xisting

Position Request Summary
State Classified PDQ - Physical Copy (PREVIOUS) Actions v

Other Actions v

COLORADO STATE UNIVERSITY




Position Documents Page (cont.)

Position Management

Welcome, TestUser My Profile Help logout

User Group:

University

HR Professional

Position Descriptions v Classifications ¥

Shortcuts ¥
Admin / Manage Documents ¥

Upload a Current Organizational Chart (Required)

To upload your document, provide a name and description of the document. To choose a file to upload, click the Choose File button and select the file from your computer.
When you are ready to submit your document, click the Submit button.

Naj
1. Click on the Choose File button. @ Open A
— v <« Live.. » AP Standard Search v O Search AP Standard Search P
Bescriphol Organize v New folder = v [N o
2 Date modified Type A
. o Quisckaccess 11/15/2017408PM  Micros
File to upload | Choose File §No file chosen I Desktop 2
& Downloads
[ Documents 2. Find the file you wish to
Write Current Organizational Chart (Required) B Pictuies upload and click Open.
[ This PC ¢ v
s v £
3. Once the corrgct file has_ File nare ’ Brq R
been selected, click Submit.

COLORADO STATE UNIVERSITY



Position Documents Page (cont.)

0 Document 'Current Organizational Chart (Required) 02-10-20 15:29:33"' was successfully created.

Position Management Welcome, Test User My Profile

Note: A banner across the top of the page will User Group:
let you know that your upload was successful.

‘ HR Professional ~

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / ... / Modify AP Position / Academic Success Coordinator / Edit

Editing Position Request g
Position Documents h | lick : Save X Gontinuo
© Position Justification 1. When complete, click Save & Continue

to progress to the Summary page.

@ Classification Selection

@ Position Details Uploads will be converted to PDF documents.

P S ] for id w :
® Essential job Duties DF conversion must be completed for the document to be valid when applicable

Document Type Name Status (Actions)
@ Functional Attributes
@ Position Budget Inform... Current Organizational Chart (Required) ‘an'r;'g?;tBOrganizationa! SRR e 1920 :Ez’:c:z:vefswn =
®@ Background Check Requi...
@ Supervisory Position FLSA Form

Note: The system will automatically convert

® Employee all uploaded documents into PDFs.

State Classified PDQ - Physical Copy (NEW)

Position Request Summary

State Classified PDQ - Physical Copy
(PREVIOUS)

Actions w

COLORADO STATE UNIVERSITY




Approving a Modification

Position Management Welcome, Emily Rogers | logout
C% P User Group:
N

University

‘ HR Professional v

Home Position Descriptions ~ Classifications Shortcuts ~

Position Requests / ... / Modify Position - HR Professional / Academic Success Coordinator / Summary

=

Keep working on this Position
Request

WORKFLOW ACTIONS

Modify Position - HR Professional: Academic Success Coordinator (Admin PI’OfEbe TS (o I

. to Approved)
Professional)
Cancel (move to Canceled)
4
Current Status: Drall 1. To approve the modification, hover over the
Position Type: Admin Created by: Emily Rogers Take Action On Position Request and select
Professional/ Research Owner: Emily Rogers Modification Complete (move to Approved).

Professional

Department: College of TMS
Training (0000) Note: Once approved, a posting can immediately be created

on the Applicant Tracking side of the TMS (see page 39).

Summary History Settings

COLORADO STATE UNIVERSITY




Approving a Clone

Position Management Welcome, Emily Rogers  logout
CO% @ User Group:

‘ HR Professional

Position Descriptions ~ Classifications ~

Position Requests / ... / Create Position - HR Professional / New Position definition / Summary

=
l l Take Action On Position Request v

Keep working on this Position
Request

WORKFLOW ACTIONS

Create Position - HR Professional: Academic Success Coordinator (Admin Professil e e (e I

. Assignment)
Professional)
4
Current Status: Draft .
Fostiiontivpe: Admih Cremend s i lcgacs 1. Once the clone is ready for approval, hover
2 | 3 | q e
Professional/ Research Chimiei el Hogers over the Take Action On Position Request and

Professional select Submit (move to HR Position Assignment)

Department: College of TMS
Training (0000)

Note: Clones require HR Records approval as Records will need
Summary History Settings to assign the clone a position number. Once the clone has been
assigned a position number, a posting can be created on the blue
Applicant Tracking side of the TMS (see page 39), or a Hiring
@ Position Justification ¢ Proposal using the clone can be created if the clone is to be used
for a second hire out of a search.

https://colostate-sb.peopleadmin.com/hr/actions/22076#
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Creating a Job Posting

Below are the approval steps involved when creating a Job Posting:

HR Professional QEO

Creates Job Posting from
Recently Modified or Cloned
Position Description

Feviews and Approves
Job Posting

The steps in the following slides explain how to create a Posting Request as an HR Professional.

COLORADO STATE UNIVERSITY




How to Create a Posting

Applicant Tracking System Welcome, Emily Rogers | logout

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

OApplicantTracking System User Group:

O Position Management
Shortcuts ~

ine Recruitment System

Colorado State University

2. Select HR Professional from the
Employee Portal

Postings EZ) Users 438 Hiring Proposals 23 Position Requests 311 Onboarding Tasks User GrOUp dl’Op-dOWh HICHCE

‘ Filters ‘

CURRENT STATE DAYS IN CURRENT STATE EE State Classified
I ~dmin Professional/ Research Professiona

OSTDOCTORAL FELLOWSHIP Initiator 2918 Faculty Temporary Hourly

Initiator

Applicants Per Day
Initiator Last Week
igineering (Dean's Office)

t Science Initiator

https://colostate-sh.peopleadmin.com/hr/change_module/0 o
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How to Create a Posting

Applicant Tracking System Welcome, Emily Rogers  logout
COI(% @ User Group:
University ‘ HR Professional v

Postings ~ Shortcuts ~

State Classified 1. Click over Postings and select Admin Professional/
Welcome t"I Admin Professional/ Research Professional Research Professional from the drop-down menu.
acu
— 0 Filled Postings
Postings Users 438 Hiring Proposals 23 Position Requests 311 Onboarding Tasks
Inbox e B Last 30 days -
Special Handling Lists
SEARCH
‘ Filters ‘
TITLE CURRENT STATE DAYS IN CURRENT STATE EE State Classified
I ~dmin Professional/ Research Professional

SURGICAL ONCOLOGY POSTDOCTORAL FELLOWSHIP Initiator 2918 I Faculty Temporary Hourly

Clinical Sciences

Assistant Professor Initiator 2885
Clinical Sciences

Applicants Per Day
Last Week -

Professor Initiator 1914
Walter Scott, Jr. College of Engineering (Dean's Office)

Assistant Professor, Meat Science Initiator 1914
Animal Sciences

https://colostate-sb.peopleadmin.com/hr/postings?position_type id=2
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How to Create a Posting

Applicant Tracking System

C% User Group:
University

‘ HR Professional v

Welcome, Emily Rogers  logout

me Postings ~

Postings / Admin Professional/ Research Professional ¢

Admin Professional/ Research Professional Postings [+ comenewron
m 1. Click + Create New Posting

Add Column: | Aqd Column

h ‘

Admin

Professional/Research...

"Admin Professional/Research Professional Postings" o Selected records o Clear selection?
Posting Position Active (Actions)
Working Title Number Number Department Applications Workflow State Last Status Update
Academic Success College of TMS Training October 20, 2022 at 02:09 .
O Coordinator 012343.0001 (0000 0 Draft PM Actions v
Academic Success College of TMS Training Hiring Authority Review and October 13, 2022 at 11:00 :
O T 201900248AP 012380.0001 (0000} 8 Approval AM Actions v

COLORADO STATE UNIVERSITY




How to Create a Posting

Applicant Tracking System Welcome, Emily Rogers  logout

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

Create from Position Type

Includes only the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank.

Create from Posting

Uses an existing posting as a template and automatically copies in most
information.

Create from Position Description 1. In the pop-up window, select

position description. Create from Position Description.

43 COLORADO STATE UNIVERSITY



How to Create a Posting

Applicant Tracking System Welcome, Emily Rogers  logout

User Group:

§1Ef.!n:m! é ‘ HR Professional ~

Home Postings ~

Postings / Admin Professional/ Research Professional / Create from Position Description

Admin Professional/ Research Professional Position Descriptions

Add Column: |Add Column v|

Note: You can search for the
exact position using the Position

Department: Department
IPosition Number: |012341.0001 |J Number field in the More Search
[

Options drop-down menu.

COSC TN, |

Outstanding Actions: | Select outstanding actions V|

Professional/Research...

1. Locate the position you wish to

create the posting from and click
on the Working Title.

Position Employee Employee (Actions)

Working Title Number Department First Name LastName  Supervisor

I Academic Success I College of TMS Training Coordinator: Search Approvals & Office Operations (Becca ;
Coordinator 012341.0001 (0000) McCarty) Active Actions v

Status

COLORADO STATE UNIVERSITY




How to Create a Posting

Applicant Tracking System Welcome, Emily Rogers  logout

C% User Group:
University

‘ HR Professional

Home Postings ~ Shortcuts ~

Position Descriptions / Admin Professional/ Research Professional / Academic Success Coordinator

5

a Print Preview

a Print Preview (Employee View)

1. On the next page, select Create

) - " e © Create Posting from this Position Description I
Posting from this Position Description.

W View Supervisor

* Modify Position - HR Professional

Position Description: Academic Success Coordinator (Admin Professional/ Research Professional)
Current Status: Active
; e Note: If the Create button does not
Position Type: Admin . .
Professional/ Research appear, this means there is an
Professional outstanding posting already tied to this
Department: College of TMS position. Please reach out to OEO at
Training (0000) if this happens.

Summary History Associated Classification

@ Position Justification

COLORADO STATE UNIVERSITY
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Filling in the Posting

Please see our AP Posting guide for additional help filling in the posting. Please start
on page 9.

**Additional step for Postings associated with pilot process**

For tracking purposes, in the Rationale for Internal Search field, please enter ‘Pilot Process’.
(This field is located on page 18 of the linked AP Posting guide above).

i
i
)

B I & &S| m <«

Rationale for Internal Pilot Process
Search

When you are ready to submit the posting for review and approval, please see the
next slide.

COLORADO STATE UNIVERSITY



https://oeo.colostate.edu/media/sites/160/2017/05/CSU-Create-and-Edit-an-Admin-Pro-Job-Posting.pdf

Submitting the Posting to OEO for Final Review and Approval

Applicant Tracking System Welcome, Emily Rogers  logout

User Group:

University @ ‘ HR Professional v

Home Postings ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (Draft) / Summary

Note: The HR Professional has the ability to skip

standard posting approval points (EO Coordinator and . . :
Hiring Authority) and instead, submit directly to OEO. Keep working on this Posting

WORKFLOW ACTIONS

Submit to OEO Final Approval
(move to OEQ Review and
Approval)

Posting: Academic Success Coordinator (Admin Professional/ Research Professional)

Current Status: Draft

Position Type: Admin Created by: Emily Rogers 1 When_ you are ready to submit the.postlng for

Professional/ Research e final review, hover over the Take Action On
Owner: Emily Rogers . . .

Professional Posting button and select Submit to OEO Final

Department: College of TMS Approval (move to OEO Review and Approval)

Training (0000)

Summary History Settings Associated Position Description

Please review the details of the posting carefully before continuing.

To take move the posting, select the appropriate Workflow by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to

your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup box.
To adit tho nocting click an the Edjt I|nk next to the Section Tab in the 5ummary Sect\on This will take you dlrectly to the Posting Page to Edit. If a section has an orange icon with an exclamation

https://colostate-sb.peopleadmin.com/hr/postings/65970# .
COLORADO STATE UNIVERSITY




Moving applicants in workflow — Pilot Process

Departments participating in the pilot process are not required to request interviews in
the TMS. Instead, applicants/candidates only need to be dispositioned or moved in
workflow at the end of the process when the department is ready to submit their hire

request.

The following slides demonstrate how to disposition candidates and request a hire.

COLORADO STATE UNIVERSITY




Moving Applicants in Workflow — Pilot Process

Applicant Tracking System Welcome, Emily Rogers  logout

User Group:

§lin!i\:(wl én @ Applicant Manager

Postings ¥

Shoi tcuts ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (Closed) / Applicant Review Search Hesults: Previous | Next

=

W see how Posting looks to Applicant
Q Print Preview (Applicant View)

EI Print Preview
[ Add to Watch List

Posting: Academic Success Coordinator (Admin Professional/ Research Professional)

Current Status: Closed

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

Department: College of TMS

Training (0000)

< biet - . . . . 1. As an Applicant Manager, navigate to the
e e ’ o Posting and select the Applicants tab.

=

COLORADO STATE UNIVERSITY




Moving Applicants in Workflow — Pilot Process

Active Applicants

"Active Applicants” )  Selected records @) Clear selection? I Actions v I

O First Name Last Name Posting Number Workflow State (Internal) Application Date GENERAL i
e ) ) ) Review Screening
Pansy 1. Before submitting the hire request, the Applicant Manager will arch 10, 2020 at 11:36 AM Question Answers 1
need to transition applicants who did not meet the minimum ‘
qualifications into the workflow state ‘Determined did not meet min D T 2R E B Download Screening I
. quals’. To bulk move these applicants (transition at the same time), e Y Question Answers L
check the boxes next to the names of the appropriate applicants. ' ' Export results
Hannah Viarch 10, 2020 at 11:43 AM BULK v
Colin Creevey 201900248AP Under Review by Dept/Committee March 10, 2020 at 02:40 PM Mave in Workflow -
Download Applications as
George Weasley 201900248AP Under Review by Dept/Committee March 10, 2020 at 02:45 PM PDE v
Viktor Krum 201900248AP Under Review by Dept/Committee March 10, 2020 at 02:50 PM Create Document PDF per §,
Applicant
Seamus Finnigan 201900248AP Under Review by Dept/Committee March 10, 2020 at 02:52 PM Actiony
= L i . .
= pliiii 201900248AP Under Review by Dept/Committee March 2. Hover over Actions and select Move in
Workflow from the drop-down menu.
Lavender Brown 201900248AP Under Review by Dept/Committee March 0L & ed op do UL
— e 201900248AP Under Review by Dept/Committee March 10, 2020 at 02:58 PM Actions v
Fleur Delacour 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:04 PM Actions v
O Draco Malfoy 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:07 PM Actions v
O Cho Chang 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:09 PM Actions v

https://colostate-sb.peopleadmin.com/hr/postings/65929/job_applications/edit_transiti...
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Moving Applicants in Workflow — Pilot Process

Postings / ... / Academic Success Coordinator / Applicant Review / Bulk Workflow Status Change

-
L Editing: Workflow States for 8 Applicants

1. On the next page, select Determined Did Not
Meet Min Quals from the top drop-down menu.

Applicant

Pansy Parkinson

Vincent Crabbe

Gregory Goyle

Colin Creevey

George Weasley

Dean Thomas

Parvati Patil

Fleur Delacour

I Change for all applicants

Determined Did Not Meet Min Quals v

Current State

Under Revie

Under Revie

Under Revie

Under Revie

Application Reviewed, Hold

Check References

Application Reviewed, Not Selected

Late Applicant - Currently Not Under Review

Determined Did Not Meet Min Quals

Group
Reason Prompt
User

Incomplete

Withdrawn at Applicant's Request

Hired for Pool Position

Application Reactivated (MUST be prior to full consideration date)

Request Semifinalist Interview - EOC
Request Finalist Interview - EOC

Recommend for Hire - EOC

Recommend for Hire Alternate - EOC

Open Pool - Finalist Interviewed, Not Selected

Under Review by Dept/Committee | Determined Did Not Meet Min Quals

Under Review by Dept/Committee | Determined Did Not Meet Min Quals

Under Review by Dept/Committee | Determined Did Not Meet Min Quals

Under Review by Dept/Committee | Determined Did Not Meet Min Quals

2. Click Save Changes.

COLORADO STATE UNIVERSITY




Moving Applicants in Workflow — Pilot Process

Active Applicants

"Active Applicants" {B)  Selected records () Clear selection? -

O First Name Last Name Posting Number Workflow State (Internal) Application Date GENERAL |
Review Screening

P " . i / March 10, 2020 at 11:43 AM . v
1. Now it's time to transition/disposition all of the applicants Question Answers

that met the required job qualifications yet did not progress i March 10, 2020 at 02:50 PM Download Screening v
to an interview. Select all of the appropriate names. Question Answers

March 10, 2020 at 02:52 PM v
Export results

Lavender Brown 201900248AP Under Review by Dept/Committee March 10, 2020 at 02:56 PM BULK v
. M in Workfl
0 Draco Malfoy 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:07 PM QUEInHondion b
Download Applications as
Cho Chang 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:09 PM PDE v
Luna Lovegoof 201900248AP Under Review by Dept/Commitiee March 10, 2020 at 03:11 PM Create Document PDF per |,
Applicant
Neville Longbotom 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:12 PM Actiongv
Sy T 201900248AP Under Review by Dept/Committee March 1 2. Hover over Actions and select Move in
Workflow from the drop-down menu.
Ron Weasley 201900248AP Under Review by Dept/Committee March 1
O Harry Potter 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:44 PM Actions v
O Hermione Granger 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:46 PM Actions v
I ! Emily Rogers 201900248AP Under Review by Dept/Committee December 03, 2020 at 02:30 PM Actions v

COLORADO STATE UNIVERSITY




Moving Applicants in Workflow — Pilot Process

Postings ~ Shortcuts ~
Postings / ... / Academic Success Coordinator / Applicant Review /
1. On the next page, select Application Reviewed, Not
Select from the top drop-down menu and then the
| Editing: Workflow States for 8 Applicants appropriate Reason. If you'd like to provide it, additional
rationale can be placed in the Explanation field.

=
.S

’Ranked lower in numerical evaluation

. Explanation
Change for all applicants | Application Reviewed, Not Selected ‘

Applicant Current State New State Reason

| Ranked lower in numerical evaluation
Explanation

Under Review by

Dept/Committee |App|ication Reviewed, Not Selected

Hannah Abbott

7~

Note: If you'd like to disposition applicants into the same workflow state, use the top [Ranked lower in numerical evaluation
Change for all applicants selection. If you would instead like to move them into different TS
workflow states, update the New State drop-down for each applicant. Anything
selected at the top will automatically apply to every applicant below. £

| Ranked lower in numerical evaluation
Explanation

Under Review by

Dept/Committee |App|ication Reviewed, Not Selected

Seamus Finnigan

2. When you are ready, click Save
Changes at the bottom of the page.

Ranked lower in numerical evaluation

COLORADO STATE UNIVERSITY




Moving Applicants in Workflow — Pilot Process

Department: College of TMS
Training (0000)

Summary History Applicants Reports Associated Position Description

e

Active Applicants

"Active Applicants" o Selected records o Clear selection? Actions v
O First Name Last Name Posting Number Workflow State (Internal) Application Date GENERAL |
r— 7 Review Screening
Draco NQW it's time to trar?3|t|on'/d|sp03|tlon all ' Ept/Committee March 10, 2020 at 03:07 PM Question Answers v
candidates who were interviewed but not ultimately _ .
selected. Check the boxes next to their names. pt/Committee March 10, 2020 at 03:12 PM Download Screening v
Question Answers
Ron Weasley 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:29 PM v
Export results
Harry Potter 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:44 PM BULK v
M—
- Move in Workflow
O Hermione Granger 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:46 PM v
ns as
PDF
Create Document PDF per
@ 2. Hover over Actions and select Move in
PEOPLEADMIN Fulfilling the Higher Education Mission. Copyright 2022 All Rights Reserved Workflow from the drop-down menu.

A PowetSchool Cornpany

COLORADO STATE UNIVERSITY




Moving Applicants in Workflow — Pilot Process

Change for all applicants |0pen Pool - Finalist Interviewed, Not Selected

1. On the next page, select Open Pool — Finalist Interviewed, Not

Selected next to each candidate name. Select Other from the Reason
drop-down and then enter in detailed rationale in the Explanation boxes.

Neville Longbottom Undier Review by | - - i
E Dept/Committes Open Pool - Finalist Interviewed, Not Selected |
Ron Weasle Under Review by — - |
v
i Depv/Committee Open Pool - Finalist Interviewed, Not Selected

Note: The workflow ‘Open Pool — Finalist Interviewed, Not Selected’ is
the workflow that needs to be utilized for this search pilot process. This
allows you to properly disposition candidates who were interviewed
without first having to request the interview in the TMS. Please use this
workflow state for any candidate who was interviewed but ultimately not
selected for both semifinalist interview and finalist interviews. Please be
sure to mention when in the search process (Semifinalist stage or
Finalist stage) an individual was moved out of consideration.

Explanation:

Group
Reason Prompt
User

—_—

Explanation:

Olherl Semifinalist Interviewed, Ho\d:'xleviHe had a really good semifinalist interview. His answer
on how he dealt with conflict was the best of the group and it was apparent that Neville knew how
to hold his ground when confronted with difficult or uncomfortable situations. While Neville
performed well during the interview, there were others in the group that the committee felt did a
better job. The committee requests to hold Neville pending outcome of the finalist interviews.

Explanation:

Other; Eminnahst Interviewed, Not Selected: ':lough Aon had a great semifinalist interview, he failed to -
prepare for his on-site Interview which caused him to fall short compared to the other finalists. His use of
humor, while welcome, seemed to iritate attendees at the open forum where some stated that they didn't

feel like Ron would be able to be professional if tasked with a serious situation i.e. students with

family/mental health/general health concerns. Ron also offhandedly stated during his time with the

committee that he ‘tends to be a messy person’ and that “filing cabinets and data collection’ should be left

to the muggles. Both filing and data collection/maintenance are large aspects of this position which caused
the committee to question if Ron would be the right candidate. 4

Explanation:

OlheriFmaIist Interviewed, Hold:INhHe Harry had a fantastic finalist interview, -
Hermione was nearly periect, so at this time, the committee requests to hire Harry as

an alternate should Hermicne turn down our offer. Harry was able to connect with

students during his open forum and proved that he would make a great advisor. He
fell just short of Hermione in experience and organizational ability. v

-

2. When you are ready, click Save
Changes at the bottom of the page.

COLORADO STATE UNIVERSITY



Moving Applicants in Workflow — Pilot Process

Posting: Academic Success Coordinator (Admin Professional/ Research Professional)

Current Status: Closed

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

Department: College of TMS
Training (0000)

Summary History Applicants Reports Associated Position Description

= [
Active Applicants X

‘Active Applicants" )  Selected records () Clear selection? e

] First Name Last Name Posting Number Workflow State (Internal) Application Date (Actions)

] Granger 201900248AP Under Review by Dept/Committee March 10, 2020 at 03:46 PM Actions v

1. Once all applicants/candidates have been properly dispositioned and you
are ready to submit your hire request, click on the desired hire’s first name.

COLORADO STATE UNIVERSITY




Moving Applicants in Workflow — Pilot Process

Applicant Tracking System

c%

University

Home Postings ¥

Postings / ... / Academic Success Coordinator (Closed) / Applicant Review / Hermione Granger Under Review by Dept/Committee

|

Job application: Hermione

Current Status: Under Review by Dept/Committes
Application form: Administrative Professional - St

Username: hgranger

Email: hgranger@gmail.com
Phone (Primary): (012) 345-6789
Phone (Secondary):

Position Type: Admin
Professional/ Research
Professional

Department: College of TMS

Recommend for Hire - EOC (move to
Recommend for Hire - EOC)

Reason (required)

Explanation:

[The committee requests to hire
Hermione. She performed
extremely well during her finalist
interview. She received the best
feedback during her open forum,
was professional yet warm and
welcoming during her time with
the committee, and impressed

I Submit ICancel

1. Once in the hire’s job
application, hover over the |
Take Action On Job )
Application button and scroll
down to find Recommend for

Hire — EOC (move to
Recommend for Hire — EOC)

Welcome, Emily Rogers

User Group:

‘ Applicant Manager

Shortcuts ~

Take Action On Job Application v

ccl WOITRITIE U o0

application

WORKFLOW ACTIONS

Send to Application Reactivated
(move to Application
Reactivated (MUST be prior to
full consideration date))

Request Semifinalist Interview -
EOC (move to Request
Semifinalist Interview - EQC)

Request Finalist Interview - EOC
(move to Request Finalist
Interview - EOC)

Recommend for Hire - EOC
(move to Recommend for Hire -
EOC)

Recommend for Hire Alternate -
EOC (move to Recommend for
Hire Alternate - EOC)

Open Pool - Finalist Interviewed,
Not Selected (move to Open
Pool - Finalist Interviewed, Not
Selected)

COLORADO STATE UNIVERSITY



Moving Applicants in Workflow — Pilot Process

Note: Once you have submitted the hire request, the EO
Coordinator role will review and approve the request and then
send it to OEO for final review and approval. Once OEO has

approved the hire, the hiring authority will receive the below
email, indicating that a hiring proposal may now be started.

ColoradoState Unlversity For additional help, please see the

Hello Emily Rogers
Hermione Granger has been placed in the Approved Recommend for Hire status for the Academic Success Coordinator position.
As the Hiring Authority you will need to start the Hiring Proposal for Hermione Granger.

For instructions on how to start the Hiring Proposal please see the How to Initiate and Complete the Hiring Proposal training guide: https://oeo.colostate.edu/media/sites/144/2017/05/CSU-How-to-Initiate-and-Complete-the-AP-Hiring-Proposal. pdf

For help drafting an Offer Letter, please view the templates listed on the Provost's website located here (Note: The templates are located halfway down the page under the header 'Offer Letter Templates'): https://provost.colostate.edu/faculty-

administrative-professionals/

Job Title: Academic Success Coordinator
Position #: 012380.0001

Posting #: 201900248AP

Department: College of TMS Training

Thank you,
Office of Equal Opportunity
oeo@colostate.edu

970-491-5836

If you have an issue or questions please see our training website at http://oeo.colostate.edu/talent-manage ment-system-tms or email OEQ at oeo@colostate.edu

COLORADO STATE UNIVERSITY



https://oeo.colostate.edu/media/sites/160/2017/05/CSU-How-to-Initiate-and-Complete-the-AP-Hiring-Proposal.pdf
https://oeo.colostate.edu/media/sites/160/2017/05/CSU-How-to-Initiate-and-Complete-the-AP-Hiring-Proposal.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 assistance/questions regarding the
creation of Position Descriptions, please
contact the classification/compensation unit in
Human Resources at
hr cca@mail.colostate.edu

COLORADO STATE UNIVERSITY
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