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Create/Modify an Administrative Professional/Research 
Professional Position Description
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Below are the approval steps involved for Position Modifications:

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 

questions, please reach out to hr_cca@colostate.edu. 

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

mailto:hr_cca@colostate.edu


Completing the Modification/Clone
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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



Completing the Modification/Clone
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Position Field Requires CCA Approval Does Not Require CCA Approval

Position Supervises X

Decision Making X

Conditions of Employment X

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

Preferred Qualifications X

Hiring Authority X

Work Hours/Week X

Job Duty Category Substantive Change Non-substantive change

Duty/Responsibility Substantive Change Non-substantive change (i.e., 
updating software names, 

grammatical edits 

Percentage of Time Substantive Change Non-substantive change



How to Modify a Position Description
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1. Select the Position Management 

module by clicking the three dots in 

the top-left corner of the screen. 

2. Select HR Professional from the 

User Group drop-down menu. 



How to Modify a Position Description
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1. Click on Position Descriptions from the top menu 

and select Admin Professional/Research Professional.

Note: Position descriptions can be found in two 

separate areas of the system. Positions that have 

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.

Once a created or modified position has been 

‘approved’, the updated position can be found in the 

position ‘library’ (the library options are those without 

‘Requests’ in the name). If you are creating a position 

description for the first time or just starting a 

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



How to search for and Modify a Position Description
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Note: When you first navigate to the position library, you will be able 

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. 

Note: If you know the position number, enter it 

into the Position Number field then click Search. 

2. When you have located the position you 

wish to modify, click on its working title.  

Note: The HR Professional group should not

modify positions that are currently occupied. Please 

transition to the Initiator user group if you need to 

modify a current employee’s position description. 



How to Modify a Position Description
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1. Click Modify AP Position. 



How to Modify a Position Description
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1. Click Start.



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



How to Clone a Position Description
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1. Select the Position Management 

module by clicking the three dots in 

the top-left corner of the screen. 

2. Select HR Professional from the 

User Group drop-down menu. 



How to Clone a Position Description
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1. Click on Position Descriptions from the top menu 

and select Admin Professional/Research Professional.

Note: Position descriptions can be found in two 

separate areas of the system. Positions that have 

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.

Once a created or modified position has been 

‘approved’, the updated position can be found in the 

position ‘library’ (the library options are those without 

‘Requests’ in the name). If you are creating a position 

description for the first time or just starting a 

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



How to Clone a Position Description
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1. Click on +Create New Position Description. 



How to Clone a Position Description
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1. On the next page, scroll down to find the 

Clone an existing Position Description section. 



How to Clone a Position Description
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1. In the More Search Options menu, enter the 

position number of the position you wish to clone or 

find it in the list below. If you are cloning an occupied 

position, you may also use the Last Name field.  

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.

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



Position Justification Page – Cloning a New Position
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Note: When you clone a 

position description, you will be 

redirected to the Position 

Justification page. If a position 

was cloned, information from 

the cloned position description 

will appear in the fields below. 

Please be sure to update these 

fields accordingly. Please note 

that this is the only page that is 

different between the clone 

option and the modify option. 

Please navigate to page 17 to 

view the ‘modification’ required 

fields. To continue the 

create/clone process, please  

navigate to page 19 once you 

are finished filling out the 

Position Justification page. 

1. Fill out the Justification of Need field. 

Be sure to mention that this position is a 

clone and provide the position number of 

the position that was cloned. 

2. Select Yes or No from the Is 

this position gift or grant 

funded? drop-down menu. 

3. If the position is gift or grant funded, 

please indicate the percentage in this 

field. If the position is not gift or grant 

funded, please enter 0. 

4. Please indicate which funds the position is 

being funded from. If the position is not grant 

or gift funded, please enter 0. 

Note: These two fields are optional. 

Please leave them blank if they do 

not apply to your position. 

We are cloning a position description to 
use it for a second hire out of a current 
search. The position is exactly the same as 
the one that was cloned (02341.0001). 



Position Justification Page – Modifying a Position
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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. 

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.  



Position Justification Page – Modifying a Position (cont.) 
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1. Fill in the Why are you modifying 

this position description field with as 

much detail as possible. It’s helpful to 

include information regarding the 

specific modifications you will be 

making to the position description i.e. 

“We are updating the program this 

position oversees” or “We are 

updating the position’s supervisor to 

get it ready for a search.” etc. 

2. Select Yes or No from the Is 

this position gift or grant 

funded? drop-down menu.

3. If the position is gift or grant 

funded, please indicate the 

percentage in this field. If the 

position is not gift or grant 

funded, please enter 0. 

4. Please indicate which funds 

the position is being funded 

from. If the position is not grant 

or gift funded, please enter 0. 

Note: These two fields are optional. 

Please leave them blank if they do 

not apply to your position. 



Position Justification Page
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1. When you are finished filling out the Position 

Justification page, click Save & Continue to 

navigate to the Classification Selection page. 



Classification Selection Page (DO NOT EDIT)
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Note: The HR Professional user group should not modify this page. If you 

believe the position you are modifying/cloning needs a different classification, 

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

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

1. When ready, click Save & Continue. 



Position Details Page
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Note: The following slides will demonstrate what can 

and cannot be updated by the HR Professional. All 

fields highlighted in red are required. 

If this is a cloned or modified position description, 

many of these fields may already be filled in. 

1. Many of the top fields on the Position 

Details page will not be editable. Scroll 

down to continue filling out the page. 



Position Details Page (cont.)
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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 

department wishes to update the position before searching for their replacement. 

1. The position’s working title will appear in 

this field. You may only make non-

substantive changes to this field without 

requiring HR CCA’s review (i.e., adding a 

program name or fixing a typo). If you have 

any questions regarding what can and 

cannot be updated/added, please reach out 

to hr_cca@colostate.edu. 

Note: A Position Number will only 

appear if you are modifying a 

position description. If you are 

cloning a position, HR Records will 

assign a position number once the 

clone is sent to their queue. 

2. Update or enter the 

position’s supervisor’s 

email address if needed. 

3. The Proposed Annual Salary 

Range field may be changed by 

up to $10,000 without requiring 

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 

hr_cca@colostate.edu.

3. The HR Professional user group may 

update the Employment Category field. 

Note: The HR Professional user group should not 

update the position’s Salary Basis field. 

Note: These two fields will 

not be editable by you. 

mailto:hr_cca@colostate.edu.
mailto:hr_cca@colostate.edu
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1. The HR Professional user 

group may make any necessary 

changes to the Description of 

Work Unit field. 

2. The HR Professional may make 

any necessary changes to the 

Position Summary field. 

Note: The HR Professional 

should not update the Position 

Supervises field. If you need to 

make edits to this field, either 

cancel the current position 

request and start again as an 

Initiator, or reach out to HR CCA 

at hr_cca@colostate.edu. Note: The HR Professional should 

not update the Decision Making field. 

Position Details Page (cont.)

mailto:hr_cca@colostate.edu.


Position Details Page (cont.)
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1. This field can be 

updated if necessary. 

Note: If the position requires driving 

to conduct CSU business, ‘Valid 

Driver’s Licenses’ must be selected 

under Conditions of Employment, 

Motor Vehicle Background check 

must be selected on the 

Background Checks page, and the 

following language must be added 

as a required job qualification: “Must 

have a valid driver’s license, or be 

able to obtain a valid driver’s 

license, or have access to a 

licensed driver by the employment 

start date.”

2. Only non-substantive 

changes should be made to the 

Required Job Qualifications. 

Please do not add or remove 

required degrees or update 

required years of experience. If 

you are not sure what counts as 

substantive, please reach out to 

HR CCA. 

3. The HR Professional user 

group may make any necessary 

changes to the Preferred Job 

Qualifications. 
Note: For help formatting any 

text field with bullets, please 

see the TMS Formatting Guide. 

https://oeo.colostate.edu/media/sites/160/2022/03/Formatting-Tips-2.0.pdf


Position Details Page (cont.)
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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 update the 

Is this an Hourly position field. 

Note: Please do not edit the 

Work Hours/Week field.

4. When complete, click Save & Continue.

mailto:oeo@colostate.edu


Essential Job Duties Page
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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.

1. When ready, click Save & Continue.

mailto:hr_cca@colostate.edu.


Functional Attributes Page
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Note: Functional Attributes may be updated on this page. 

2. When complete, click Save & Continue.

1. To make a selection, click on 

the drop-down menu next to each 

category and select one of the 

options that best aligns with the 

physical demands of the position. 



Position Budget Information Page
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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 

can be helpful when managing funding from multiple grants. 

1. To add a budget summary entry, click 

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

Save & Continue.



Background Check Requirement Page
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Note: On the Background Check Requirement page select 

any additional background checks the department wishes to 

conduct for this position in addition to the automatic criminal 

history background check for new hires and rehires. 

1. All drop-down choices on this 

page are optional, with the 

exception of the required Motor 

Vehicle background check option. 

You must select either Yes or No. 

Note: If a Motor Vehicle Record Check is required for the 

position, it must be reflected in the Required Job 

Qualifications field by adding the language “Must have a 

valid driver’s license, or the ability to obtain a driver’s 

license, or access to a licensed driver by the employment 

start date.” ‘Valid Driver’s Licenses’ must also be selected 

in the Conditions of Employment multi-select field. 

2. When ready, click 

Save & Continue.



Supervisory Position Page
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Note: On the Supervisory Position, the HR Professional 

may update or add the correct position supervisor. If you 

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. 

1. The easiest way to select a supervisor 

is to search for their position description. 

To do so, click Filter these results. 



Supervisory Position Page (cont.)
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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. 

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.  
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1. Once you’ve located the correct 

position, check the radio button next 

to the position then click Save.

Supervisory Position Page (cont.)



Supervisory Position Page (cont.)
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Note: The Employee tab will only 

appear if you are Modifying a 

position description. If you are 

modifying an occupied position 

description to prepare it for a 

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 

position if the current occupant has 

already left CSU or this role, 

otherwise, move forward by 

clicking on the Position Documents 

tab. 

Note: The selected supervisor should now appear below. 



Position Documents Page
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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 

it is the most current Organizational Chart for the department or unit. 

1. To upload a document, hover 

over Actions and select Upload 

New from the drop-down menu. 



Position Documents Page (cont.)

35

1. Click on the Choose File button.

2. Find the file you wish to 

upload and click Open. 

3. Once the correct file has 

been selected, click Submit.
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Note: A banner across the top of the page will 

let you know that your upload was successful. 

Note: The system will automatically convert 

all uploaded documents into PDFs. 

1. When complete, click Save & Continue 

to progress to the Summary page.

Position Documents Page (cont.)



Approving a Modification
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Note: Once approved, a posting can immediately be created 

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

1. To approve the modification, hover over the 

Take Action On Position Request and select 

Modification Complete (move to Approved). 



Approving a Clone
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Note: Clones require HR Records approval as Records will need 

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 

Proposal using the clone can be created if the clone is to be used 

for a second hire out of a search. 

1. Once the clone is ready for approval, hover 

over the Take Action On Position Request and 

select Submit (move to HR Position Assignment)



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

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



How to Create a Posting
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1. Select the Applicant Tracking 

module by clicking the three dots in 

the top-left corner of the screen. 

2. Select HR Professional from the 

User Group drop-down menu. 



How to Create a Posting
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1. Click over Postings and select Admin Professional/ 

Research Professional from the drop-down menu.



How to Create a Posting
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1. Click + Create New Posting 



How to Create a Posting
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1. In the pop-up window, select 

Create from Position Description. 



How to Create a Posting
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1. Locate the position you wish to 

create the posting from and click 

on the Working Title.

Note: You can search for the 

exact position using the Position 

Number field in the More Search 

Options drop-down menu. 



How to Create a Posting
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1. On the next page, select Create 

Posting from this Position Description. 

Note: If the Create button does not 

appear, this means there is an 

outstanding posting already tied to this 

position. Please reach out to OEO at 

oeo@colostate.edu if this happens. 

mailto:oeo@colostate.edu


Filling in the Posting
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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). 

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

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
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1. When you are ready to submit the posting for 

final review, hover over the Take Action On 

Posting button and select Submit to OEO Final 

Approval (move to OEO Review and Approval)

Note: The HR Professional has the ability to skip 

standard posting approval points (EO Coordinator and 

Hiring Authority) and instead, submit directly to OEO. 



Moving applicants in workflow – Pilot Process
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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. 



Moving Applicants in Workflow – Pilot Process
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1. As an Applicant Manager, navigate to the 

Posting and select the Applicants tab. 



Moving Applicants in Workflow – Pilot Process
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1. Before submitting the hire request, the Applicant Manager will 

need to transition applicants who did not meet the minimum 

qualifications into the workflow state ‘Determined did not meet min 

quals’. To bulk move these applicants (transition at the same time), 

check the boxes next to the names of the appropriate applicants. 

2. Hover over Actions and select Move in 

Workflow from the drop-down menu. 



Moving Applicants in Workflow – Pilot Process
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1. On the next page, select Determined Did Not 

Meet Min Quals from the top drop-down menu. 

2. Click Save Changes.



Moving Applicants in Workflow – Pilot Process
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1. Now it’s time to transition/disposition all of the applicants 

that met the required job qualifications yet did not progress 

to an interview. Select all of the appropriate names. 

2. Hover over Actions and select Move in 

Workflow from the drop-down menu. 



Moving Applicants in Workflow – Pilot Process
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1. On the next page, select Application Reviewed, Not 

Select from the top drop-down menu and then the 

appropriate Reason. If you’d like to provide it, additional 

rationale can be placed in the Explanation field.  

2. When you are ready, click Save 

Changes at the bottom of the page.

Note: If you’d like to disposition applicants into the same workflow state, use the top 

Change for all applicants selection. If you would instead like to move them into different 

workflow states, update the New State drop-down for each applicant. Anything 

selected at the top will automatically apply to every applicant below. 



Moving Applicants in Workflow – Pilot Process
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1. Now it’s time to transition/disposition all 

candidates who were interviewed but not ultimately 

selected. Check the boxes next to their names.

2. Hover over Actions and select Move in 

Workflow from the drop-down menu. 



Moving Applicants in Workflow – Pilot Process
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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. 

2. When you are ready, click Save 

Changes at the bottom of the page.

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. 



Moving Applicants in Workflow – Pilot Process
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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. 



Moving Applicants in Workflow – Pilot Process
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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)

2. In the pop-up window, 

enter in detailed rationale 

and then click Submit. 



Moving Applicants in Workflow – Pilot Process
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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. 

For additional help, please see the hiring proposal guide 

located here. 

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?
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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

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

	Default Section
	Slide 1: Talent Management System (TMS)
	Slide 2: Create/Modify an Administrative Professional/Research Professional Position Description
	Slide 3: Completing the Modification/Clone
	Slide 4: Completing the Modification/Clone
	Slide 5: How to Modify a Position Description
	Slide 6: How to Modify a Position Description
	Slide 7: How to search for and Modify a Position Description
	Slide 8: How to Modify a Position Description
	Slide 9: How to Modify a Position Description
	Slide 10: How to Modify a Position Description
	Slide 11: How to Clone a Position Description
	Slide 12: How to Clone a Position Description
	Slide 13: How to Clone a Position Description
	Slide 14: How to Clone a Position Description
	Slide 15: How to Clone a Position Description
	Slide 16: Position Justification Page – Cloning a New Position
	Slide 17: Position Justification Page – Modifying a Position
	Slide 18: Position Justification Page – Modifying a Position (cont.) 
	Slide 19: Position Justification Page
	Slide 20: Classification Selection Page (DO NOT EDIT)
	Slide 21: Position Details Page
	Slide 22: Position Details Page (cont.)
	Slide 23
	Slide 24: Position Details Page (cont.)
	Slide 25: Position Details Page (cont.)
	Slide 26: Essential Job Duties Page
	Slide 27: Functional Attributes Page
	Slide 28: Position Budget Information Page
	Slide 29: Background Check Requirement Page
	Slide 30: Supervisory Position Page
	Slide 31: Supervisory Position Page (cont.)
	Slide 32: Supervisory Position Page (cont.)
	Slide 33: Supervisory Position Page (cont.)
	Slide 34: Position Documents Page
	Slide 35: Position Documents Page (cont.)
	Slide 36: Position Documents Page (cont.)
	Slide 37: Approving a Modification
	Slide 38: Approving a Clone
	Slide 39: Creating a Job Posting
	Slide 40: How to Create a Posting
	Slide 41: How to Create a Posting
	Slide 42: How to Create a Posting
	Slide 43: How to Create a Posting
	Slide 44: How to Create a Posting
	Slide 45: How to Create a Posting
	Slide 46: Filling in the Posting
	Slide 47: Submitting the Posting to OEO for Final Review and Approval
	Slide 48: Moving applicants in workflow – Pilot Process
	Slide 49: Moving Applicants in Workflow – Pilot Process
	Slide 50: Moving Applicants in Workflow – Pilot Process
	Slide 51: Moving Applicants in Workflow – Pilot Process
	Slide 52: Moving Applicants in Workflow – Pilot Process
	Slide 53: Moving Applicants in Workflow – Pilot Process
	Slide 54: Moving Applicants in Workflow – Pilot Process
	Slide 55: Moving Applicants in Workflow – Pilot Process
	Slide 56: Moving Applicants in Workflow – Pilot Process
	Slide 57: Moving Applicants in Workflow – Pilot Process
	Slide 58: Moving Applicants in Workflow – Pilot Process
	Slide 59: Need further help?




