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Create and Post an Admin Professional/Research

Professional Job Posting

Job Postings are created to announce the approved opening of an Admin Professional/Research

Professional position.

Admin Professional/Research Professional Job Announcements may be created by Initiators only.
Initiators may create new job postings using approved and updated position descriptions, only.

Below are the steps in the creation, approval and online posting of the Job Announcement.

Initiator EO Coordinator Hiring Authority Office of Equal Opportunity

Completion of Create
Posting form. The search )
committee and committee Review and approval Review and approval Review and approval Posted
chair are designated and
recruitment plan provided.

The steps in the following slides explain how to create, prompt approval and post job postings.
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Initiating an Admin Professional/Research Professional
Job Posting

Applicant Tracking System Welcome, TestUser My Profile Help

=JH 1 Selectthe Applicant Tracking module by clicking
I the three dots in the top-left corner of the screen.

User Group:

O Applicant Tracking System

Initiator

0 Position Management
Shortcuts ~

ine Recruitment System

2. Select Initiator from the

Colorado State University User Group drop-down menu.

Employee Portal
Postings E) Hiring Proposals Position Requests 3 Onboarding Tasks

‘ Filters ‘

CURRENT STATE DAYS IN CURRENT STATE

Initiator
Initiator

14 Committees Served By
Initiator 42 Department last 365 Days

-
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Initiating an Admin Professional/Research Professional
Job Posting cont.

Welcome, Test User My Profile Help logout

Co%

University

User Group:

L Initiator v

Postings »

Shortcuts

State Classified
Welcome to]  Admin Professional/ Research Professional |

Faculty

. . - 0 Active Applicants
: 1 . Onboarding Tasks Special Handling Lists
WYY 1. Click on Postings in the menu across the Pe

top then select Admin Professional/Research
Ll Professional from the drop-down menu.

Filters

CURRENT STATE DAYS IN CURRENT STATE

EQ Coordinator Review

TITLE

Assistant Director for Texthooks

~J

Bookstore I Fvaluated Applicants
I nevaluated Applicants
Watch List Postings Hiring Proposals | Position Requests 1 Committees Served By
Department last 365 Days
SEARCH

Unwatch Postings

(7 ColoradoState University




Create the Posting from an Approved Position Description

Welcome, Test User My Profile

User Group:

Initiator v
Home Postings

Shortcuts ~
Postings / Admin Professional/ Research Professional

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

= = Posting button and the ‘Create New’ box will appear.
Admin Professional/ R reate New Postirg

Admin
Professional/Research...

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

(Actions)
Active

Last Status
Applications Workflow State Update

Working Title Posting Number  Position Number Department

‘ .- ; E Colorado State University



Create Posting from Approved Position Description

Hire Welcome, Test User My Profile Help logout

What would you like to use to create this R T Z S

new posting? only used when creating NEW
Open Pools. See the Open Pools
training guide for details.

Create from Position Type

Note: Create from Posting is only
used when creating Open Pools
from a PREVIOUSLY POSTED
Open Pool. Selecting this option
will clone and pull over all the

1. Select Create from Create from Position Descripti ) ;
Position Description. ::rrt':‘dte f|_01|r| P:;._t]:l?r_lféb-”ptfjljl_ Leition descrintio Informat'lon entered from a '
LOpies in most o e intormation 1roim a position descripuon. preeXIStIng Open POOI pOSt|ng
See the Open Pools training guide
for details.

Page 6 B Colorado State University



Selecting a Position Description to Create a Posting (from)

Hire Welcome, Test User My Profile Help logout

User Group:

Hor' 1. Choose your approved position description by selecting it from the list below, or click the More Shortcuts ~
Search Options button then type in the first 6 numbers of the position number into the Position
Number field to search for the position description you wish to create the posting from.

Saved Searches w

Add Column:
Status: :
on Number: 345.0 Note: You may or may not choose to
tment: include the .Version number after the
position number (012345.0001) If you

Last Mame:

choose to exclude it, all versions of the
position description will appear in the
search. Be sure to select the correct,
most up-to-date version.

Ad hoc Search

(Actions)
Position Employee Employee
Number Department First Name Last Name Supervi Shortcut: Hover over the Actions drop-
012345.0001 JCOllege of TMS Training St down and select Create From to start
the posting from the selected position
2. To start the posting, click on the working title of the position description. description.
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Selecting a Position to Create a Posting (from)

Welcome, Test User My Profile

User Group:

Initiator v

Home Postings ~ Shortcuts ~

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

=

1. Review the approved position description to ensure that it is & print Preview
the correct version then click the Create Posting from this = Print Preview (Employes View)
Position Description button in the top right corner of the screen. © Create Posting from this Position Description

* View Supervisor
* Modify AP Position

| Position Description:}JAcademic Success Coordinator (Admin Professional/ Research

Professional)

Current Status: Active Note: If the Create Posting from this Position Description button is
position Type: Admin missing, this means the position description is tied to another active
Professional/ Research posting. To unlock the position, the old posting will need to be moved
Professional into a final workflow state i.e., Closed Without Hire. Please reach out
Department: College of TMS to OEO at if this button does not appear.

Training (0000)

Summary Histoary Associatad Classification

@ Position Justification

Colorado State University
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Posting — New Posting Settings page

Welcome, Test User My Profile

User Group:

%

Unibversiry

Initiator v

Shortcuts ~

/ New Posting ¥

& New Posting

Note: The Working Title will pull
over from the approved position
description. Please do not
Working Tite * Academic Success Coordinator make any major edits to this
field. You may fix spelling or
grammatical mistakes or spell

Organizational Unit out abbreviations.
Division * Provost/Executive Vice President (1001DV)
Note: These fields will auto
Academic/Reporting Area * College of TMS Training (Q000RA) populate with information from
the position description. Please
Department * College of TMS Training (0000) do not updated these |f yOU

have the ability to do so.

Interest Card
nierest card ca [egory

Academic Advising / Counseling

Colorado State University




Interest Card
nterest card category

Academic Advising / Counseling

Administrative Assistants

Admissions and Enrollment

Alumni Association / Services

Animal Sciences / Livestock

Anthropology

Agriculture / Soil and Crop

Art

Theatre / Music / Dance

Athletics

Accounting / Finance

Biochemistry and Molecular Biology

Biology

Biomedical Sciences

Posting — New Posting Settings page (cont.)

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

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

Colorado State University




Posting — New Posting Settings page (cont.)

Applicant Workflow

Note: The Applicant Workflow

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

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

Optional: If you will be soliciting
letters of recommendation, you
Reference Notification will need to update these three
Request References to submit Recommendations whe fields. Otherwise, leave them
state? blank and use the reference tab
further along in the process to
collect reference contact
information.

References

Recommendation Workflow

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

Recommendation Document Type No Document ¥

Allow a document upload when a reference provider s

Online Applications

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

notification of candidates.



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

Posting — New Posting Settings page (cont.)

Online Applications

¥ Accept online applications?

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

»

Note: Please do not updated

the Special offline application
instructions at this time.

Accepted Application Forms

¥ Administrative Professional - Standard Application Materials I

2. Check the preferred method for receiving application

materials. For standard searches, select Administrative Alternative Appointment Request Application
Professionals — Standard Application Materials.

Administrative Professional Application - With Work Experience Form

3. When ready, click Create New Posting

to continue to the Posting Details tab. Create New Posting

@a@ Colorado State University




Posting - Posting Details Tab

Welcome, Test User My Profile Help @ logout

User Group:

Initiator v

Unibversity

Home Postings ~

Pastings / Admin Professional/ Research Professional / Academic Success Coordinator (Draft) / Edit: Posting Details

Editing Postin, . .
. . Save & Continue
Posting Details

@ Essential Job Duties

(|

@ Position Budget Inform... %5 Check spelling

* Required Information
Classification Information

This information is pulled in from the position description.

© Alternative Appointmen.. Note: A lot of the information found on the

@ Background Check Requi... Posting Details tab will pull over from the

approved position description. Some fields

@ Supplemental Questions

Classification Title Profiindiv Contrib |1l .
. ' may or may not be editable by you.

@ Qualification Groups y y yy
Classification Code ACPI

@ Applicant Documents ACPI0Z

@ Search Committee Salary Grade

& Evaluartive Criteria Min Salary

@ References
Mid Salary

& Posting Documents

Summary Max Salary

Position Information

Position Number 0123450001

Colorado State University




Posting - Posting Details Tab (cont.)

1. Select the type of search
process the department plans
to use for their search. Most AP
searches will either be a
Search Committee or
Accelerated search type.

Note: The Proposed Annual
Salary Range will pull over
from the approved position
description. Please do not
alter this amount. The
department may also choose to
add “Salary is commensurate
with experience and
qualifications”.

Note: The Position Location
field will auto-populate with
‘Fort Collins, CO'. If applicable,
you may update this field to
accurately reflect the location of
the position. Please ensure you
use the ‘City, State
Abbreviation’ format.

Page 14

Position Information

Position Number

Employment Category

Search Process Type

Promotional
Announcement
Additional Information

Proposed Annual Salary
Range

Employee Benefits

Position Location

030620.0001
Special

Please select

s at CSU, please see the Types of Searches

Note: The Promotional Announcement
Additional Information field is only required
for Promotional Announcement Postings.

e benefits
package that sup , your health, and your family. Visit CSU’s Human Resources te for detailed
benefit plan information for eligible employees in the following University benefit areas:
https://hr.colostate.edu/hr-community-and-supervisors/benefits/benefits-eligibility/ and
https://hr.colostate.edu/prospective-employees/our-perks/. To see the value of CSU benefits in addition to
wages, visit our compensation calculator - https://hr.colostate.edu/total-compensation-calculator/.

Non-Exempt

2. Select an option from the
Work Location drop-down
menu to indicate if the
position qualifies for remote

[Fort Collins, CO

Work Location

or hybrid work flexibility.

| Please select

%) Colorado State University



Posting - Posting Details Tab (cont.)

Note: The Description of Work
Unit will pull over from the
approved position description.
You can edit this field if needed.

Description of Work Unit

1. Use this field to select the
Hiring Authority for the search.
Typically, the actual Hiring
Authority is listed, as well as any
individual who will be helping with
the TMS workflow/processes.
The Hiring Authority user role
finalizes the hire by initiating a
Hiring Proposal at the end of the
search process.

Hiring Authority

Supervisor Name

Supervisor Working Title

2. Enter the position's supervisor

ore information
http://www.hogwartsishere.c

ted in the

of the finest m

nrolled at bir

Note: If you would like to offer a potential
Signing Bonus to your selected
candidate at the end of the search
process, the signing bonus amount must
be advertised in the Position Summary
field. If the department is interested in
offering a bonus, please ensure the
following language appears in the
Position Summary field:

A signing bonus of up to $2,500 may
be considered for successful

and their working title.

Position Summary

Position Supervises

Decision Making

Page 15

appropriate can
e excellence

candidates.

If you would like to offer more than
$2,500, prior approval must be granted
and a confirmation of the approval must
be attached to the posting. Please see
HR'’s dedicated Signing Bonus webpage
for more information.

ersonnel to ensure task completion and tean satety.

) Colorado State University




Posting - Posting Detalls Tab (cont.)

* B.S. or B.A. degree completed by the time of appeointment and a
minimum of two years of professional experience in magical
higher education working with students or other similar

The Required and Preferred

P . experience.
Job Qualifications will pull * Ability to collect, analyze and interpret data, and maintain
over from the approved Required Job databases. .
position description. Please Qualifications Experience in advising/mentoring students on degree _
requirements, course selection, and Hogwarts resources available
do not make any to students.
significant Changes or * Must have a valid Broom license or the ability to obtain a Broom
; license or access to a licensed flyer by the employment start date.
updates to these fields. If TIP: Use the text
. e P .
there is a significant editor bar above
difference bety\ieen the * A Master's degree in Magical Education each field to add rich
aldotiiil. partiulary relating 1o rolls, cdementors, and maglcal Fpostors. e o N R
escription's qualirications : : . i
d P ting’ q lificati * Experience assisting with management of class programs _bUI_Ie_tS’ pOId’ |InkS,
an p0§ .Ing S qua_' 'lca IOI‘iS, including advising and course selection. italicization, etc.
the position descrlptlon will * Demonstrated creativity, leadership, and the skills needed to
need to be modified to work successiully with diverse groups.

fl h h d * Commitment to diversity as evidenced by success in delivering
reflectt e c .anges made to Preferred Job successful programming to diverse student audiences which may
the quallflcatlons on the Qualifications include first generation at university, underrepresented
posting. populations, or economic disadvantage to achieving a higher
education degree.

* Ability to successfully interact with students, resolve conflicts,
contribute to student retention objectives, and resolve issues
without direct oversight.

* Positive attitude, attention to detail and an ability to get along

1. Select Yes or No from well with faculty and staif.
the Is this an Hourly g
position? drop-down field.
Is this an Hourly No ™
position? Hourly positions do not have guaranteed hours and may work within a range of 0-40 hours per week.
Note: The Work Hours/Week i ——— —
40

will pull over from the approved

e h— Work Hours/Week
pOSItIOﬂ descrlptlon.

Please enter a value from @ - 40 representing the number of work hours per week for this position. If the
position is for an hourly employee, please set the work hours ro 0.

Colorado State University




Posting - Posting Detalls Tab (cont.)

2. The Full Consideration Date for
all AP/Research positions must
be a minimum of three weekends
after the approval of the posting
announcement. Ex: If a posting
was approved and posted by
OEO on July 1%, the Full
Consideration Date would have to
be July 17, If this is an
Accelerated Search (jobs with
salaries under $60,000 can
qualify for Accelerated Searches),
you would only need to advertise
for two full weekends after the
‘Approval/Posted’ date. Ex:
Posted July 1st, Full
Consideration Date could be July
10t, OEO will correct/update
these dates before posting.

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

Page 17

Note: The Working Title will pull over
from the approved position

Working Title Academic Success Goordinator description_ Please be sure to Spe"

out abbreviations and/or acronyms.
If this is a Research

Professional position,
select "Yes'. Otherwise,
select 'No.

1. Select Yes or No from the Research
Professional Position drop-down menu.

Posting Number

Note: These four fields are optional. A
Desired Start Date is required if any of
your required qualifications state “by
anticipated/proposed state date”. An
example is “Must be eligible to work in
the United States by the proposed
start date”.

Mumber of Vacancies
Desired Start Date

Position End Date (if
temporary)

Open Posting Date

To ensure full
consideration,
applications must be
received by 11:59pm
(MT) on

Close Posting Date

Colorado State University



Posting - Posting Detalls Tab (cont.)

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

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

Page 18

Special Instructions
Summary

Internal Search
Requested

Rationale for Internal
Search

es will not be contacted without prior
on of candidates

Recruitment Plan

CSUJobs We

Connecting C ado Website
Indeed.com
HigherEdJobs.com

1. The Special Instruction Summary
allows the committee to communicate
the specific details required in the
application process to applicants i.e.
documents that may be required to
apply, information about references,
etc. It will appear at the top of the job
posting on the CSU Jobs Website. The
language ‘Reference will not be
contacted without prior notification of
candidates’ should also be included.

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

Colorado State University



Posting - Posting Detalls Tab (cont.)

1. The Short Posting field allows Pass Message
OEO to review and approve a ‘bite-
sized’ version of the posting
announcement. Some venues are
expensive and may charge by the
character. Because of this, the
short posting can be used instead
of the longer version. The short
posting should include the title of AP/Faculty Short Posting
the position, the location, a brief
summary of the position, the ‘Quick
Link for Internal Postings’ so
applicants know where to apply,
and the shortened EO/EA/AA and Quick Link for Internal
background check language that is Postngs
auto-populated. Please do not
delete the EO/EA/AA auto

Fail Message

CSU is an EQ/EA/AA emplo and conducts .
background checks on all final candidate Note: The Pass Message and Fail

Message fields contain the language
applicants will see once they submit
their application. If you choose to use
disqualifying supplemental questions
and an applicant ‘self-disqualifies’, they
will receive the Fail Message. All other
applicants will see the Pass Message.

Background Check

populated language. This should Policy Statement
appear at the bottom of every short
posting.

Note: The language in these two
fields will pull through to the job

posting and will be viewable by EEO Statement
applicants.

Page 19 Colorado State University



Posting - Posting Detalls Tab (cont.)

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

This field is reguired.
into the text box above. If one of these statements is
r approval by OEQ.

1e below diversity statemer

Diversity Statement

n, please create your oWt

inclusion through research, reaching and

2. Enter the name, email address
and/or phone number of the
search contact into the Search
Contact field. This is the
individual applicants will reach
out to if they have any questions
and is often times the search s ,
chair or search support staff. I T

ith, culturally diverse communities among porential
t to diversity as demonstrated by persistent effort, active planning,
y outcomes.

dates are expected to have the abili

Ly to advance the

-ated by involvement in teaching, research,

g

+ 0 Search Contact This field is required.

Name and phone number and/or email address of contact for general questions about this position

3. Use these two fields to enter oiiable b analczcs

the name of your EO Coordinator
and Applicant Manager for the . [ ]
search. Entering their names here =0 Coordinator
will grant them access to the

This field is reguired.
Multiple individuals may be placed in the EO Coordinator
posting to complete their TMS | |
user rc_)Ie duties. Multlp_le EO . | Applicant Manager T e R

Coordinators and Applicant Muitiple individuals may be placed in the Apg
Managers may be entered Manager does not appear in the list

cant Manager field. If your EO Coordinator or Applicant

ot OEQ at ceo@colostate.edu or 4371-5836.




Posting — Essential Job Duties Tab

Welcome, Test User My Profile Help logout

User Group:

University

Initiator v

Home Postings ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (Draft) / Edit: Essential Job Duties

Editing Posting Essential Job Duties Save m
Posting Details

These Essential Job Duties are viewable to potential applicants on the posting. If you need tg :
HR Classification and Compensation at hr_cca@Mail.colostate.edu 1. When ready, click Save &

b Duties Continue to continue to the

Essential Job Duties

& Position Budget Inform...

Note: Essential Job duties that were entered in o
during the creation of the position description will Advising

Position Budget Information tab.

. E g Supervision, Accounting, Project Management, erc.
pull over and populate this tab. If you need to & Sup e & Propserianas - e
make a change to any of these fields, please s Advises Divination, Defense Against the Dark Arts and Muggle Studies students.
reach out to HR Classification and ® 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.
Compensatlon at ¢ Meets with students on academic probation to discuss resources and set academic goals.
.

Assists current students, prospective students, and their families in understanding magical curricula and

opportunities within the departments.

* Treats each student as an individual, understanding that each student’s path to degree attainment may be
different.

* Monitors data and patterns of success/difficulty.

& References
@ Posting Documents

Summary
Percentage Of Time 50

Administrative/Assessment
Job Duty Category -

e ricion Aceanmting Broioet AManao S
E.g Supervision, Accounting, Project Management, erc.

Colorado State University
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Posting - Position Budget Information Tab (optional)

Welcome, Test User My Profile Help | logout

User Group:

Initiator v

University

Home Postings ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (Draft) / Edit: Position Budget Information

Editing Postin . .
E € Position Budget Information Save
Posting Details
@ Essential Job Duties I

Position Budget Inform... ’ w5 Check spelling 2. When ready, click Save &

® Alternative Appointmen The Budget Summary information is optional and for internal use only. This section is not requirc@le]alilals=Rle o0 1118 0 =R 0N 18]=)

Budget Summary Alternative Appointment

Request tab.

Note: The Position Budget Budget Account Name
Information tab is optional. This
tab can be used by units or
departments to track budget Percentage Funded
information.

Budget Account Number

Remove Entry?

@ References Add Budget Summary Entry
@ Posting Documents

m Save & Continue

summary

1. To add additional budget
account fields, click on the Add
Budget Summary Entry button.

€5 Colorado State University




Posting - Alternative Appointment Request Tab

Hire Welcome, Test User My Profile Help logout

User Group:

Initiator

Home Postings ~ Shortcuts ~

arch Profi al 7/ Academic ¢ nator (Draft) / Edit: Alternative Appointment Request

Alternative Appointment Request
Save Save & Continue

n from ¢ 1 c 1. When ready, click Save &
ch may be us y un conditis Continue to continue to the
Background Check
s resume will need to be up| Requirements tab.

Alternative Appointment
Requested?

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

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

Page 23 B Colorado State University
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Posting - Background Check Requirement Tab

Welcome, Test User My Profile Help @ logout

User Group:

Initiator v

Universicy

Home Postings ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (Draft) / Edit: Background Check Regquirement

Editing Posting Background Check Requirement Save

Posting Details
@ Essential Job Dudes I

& Position Budget Inform... Colorado State University requires a criminal history background check for all new hires. Selec :
additional background checks to be performed on the selected candidate. 1. When ready, (‘_\'“Ck Save &
Continue to continue to the

Background Check Reqguirement S BT QeSS E

@ Alternative Appointmen...

Background Check Requi...
Education Check: Is an
educational degree
check desired?

@ Supplemental Questions

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

owned, personal, rental,
etc.) on a routine basis
to conduct university
business?

Yes

Colorado State University




Posting - Supplemental Questions Tab

Hire

Welcome, Test User My Profile Help logout

User Group:

Initiator

on Budget Inform...
@ Alternative Appointmen...

<ground Check Requi...

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

[ AMary
summary

Page 25

Shortcuts ~

al / Academic nator (Draft) / Edit: Supplemental Questions

ch Pr

Supplemental Questions

m Save & Continue

Note: Supplemental questions are similar to minimum qualification screening forms. It's a
way to determine if an applicant meets minimum qualifications by having them answer a set
of questions when the are applying to the position. Certain answers to questions can be
made ‘disqualifying’. This means that if an applicant selects a disqualifying answer, they will
automatically self-disqualify from the pool. This automatically places them into the workflow
state ‘System determined did not meet minimum qualifications’. You may choose to use
either supplemental questions or a minimum qualification screening form or both.

nce questons nave ddedq [o the posting, you will 5ee a column or CheckDoXes 10

fill make a question required.

Included Supplemental Questions

Position Required Cat

m Save & Continue

B Colorado State University



Posting — Adding Supplemental Questions

Hire Welcome, Test User

Available Supplemental Questions

Categor

dd Category

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

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

Education

Conditions of
Employment

Conditions of
Employment

Displaying 1 - 15 g
BB 2. If you are unable to find a suitable

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

Submit Cancel

My Profile Help  logout

Page 26 @ Colorado State University



Posting — Adding Supplemental Questions (cont.)

Hire

Page 27

Welcome, Test User My Profile Help logout

Questions defined here will be "pending” approval and will not be available for use in other areas of the
system until they have been approved.

Name * 1. Use the Name field to name your question. You
may also select a category to file it under.

Degree

Category Education 2. Enter the supplemental question in the Question
field. It should directly relate to one of your required
Question * qualifications. If the question is date sensitive,
please be sure to include the referenced date. For
example, the question shown here would need to
include the anticipated start date as an applicant
must have their Bachelor’'s degree prior to starting
the position.

have a Bachelor's Degree by the anticipated start

Possible Answers

3. Select one of the two options under Possible Answers. Open Ended Answers
allows applicants to type a personalized response. Predefined Answers gives the
applicants set, multiple choices answers. Use Predefined Answers if you wish to
®Predefined Answers create self-disqualifying questions.

Open Ended Answers

Empty answers wi :
Click and drag ible answers to reorder them.

4. Enter the possible
answer choices to the
ble Answer 2:|MNo question above.

ssible Answer 1:|Yes

5. Click Submit.

B Colorado State University



Posting — Adding Supplemental Questions (cont.)

Hire

Welcome, Test User My Profile Help  logout

User Group:

Initiator

rch Pre jonal / Acad inator (O ) / Edit: Supplemental Questions

Supplemental Questions

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

Note: If you have multiple Add a question

Shortcuts ~

Save I Save & Continue

4. When ready, click Save &
Continue to continue to the
Qualification Groups tab.

questions, you can change
their order by entering the
desired order number in the
Position box.

Included Supplegnental Questions

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

Page 28

2. To make a question disqualifying, click on the question.
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Posting - Qualification Groups Tab (not currently used)

Welcome, Test User My Profile Help  logout

User Group:

O te

Unifversity

Initiator v

Home Postings ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinatar (Draft) / Edit: Qualification Groups

Editing Posting Qualification Groups
Posting Details m
@ Essential Job Duties
© Position Budget Inform... Included Qualification Groups
@ Alternative Appointmen... Position Type Qualification Group —
& Background Check Requi...

® Supplemental Questions

Note: Qualification Groups are not currently Save

used. For now, please skip to the next tab.
@ Applicant Documents I

@ Search Committee .
— 1. When ready, click Save &
@ Evaluative Criteria Continue to continue to the

@ References Applicant Documents tab.

@ Posting Documents

Summary

€5 Colorado State University




Posting - Applicant Documents Tab

Welcome, Test User My Profile Help logout

User Group:

G)%

-,—.
Universiry Loy

Initiator v

Note: On the Applicant Documents tab, Shortcuts ~
select the documents applicants will need
to attach to their applications when
applying to the job posting. Documents

| / Academic Success Coordinator (Draft) / Edit Applicant Documents

are categorized as ‘Not Used’, ‘Optional’ pocuments

or ‘Required’. You can mark specific

documents as Optional or Required

based on the needs of your job search. documents to be required with this item, and those that may optionally be attaches

1. When ready, click Save &

Mame INot Used Optional Requiredl C t_ t t_ i th
ontinue 1o continue 1o the

@ Background Check Reqg@i...

Search Committee tab.

i 5 .
& Supplemental Questiong 1 Resume

& Qualification Groups

Cover Letter L

W3]

Applicant Documents

@ Search Committee

2 Curriculum Vicge O

& Evaluative Criteria

@ References
@ Posting Documents Note: You can reorder the documents by typing in a number in the Order box OR

summary by dragging and dropping the document into your desired order.

6 Official Transcripts O

Veteran DD214 Form (Member-4.__ O

=]




Posting - Search Committee Tab

User Group:

Initiator

Home Postings ~ Shortcuts ~

nal /# Academic Su rdinator (Draft) / Edit: Search Committee

Search Committee m Save & Continue

Note: Search committees are teams of qualified individuals selected
by the Hiring Authority to work through the CSU search process to
identify a qualified applicant to fill a vacancy. Each search committee
will have a search committee chair and search committee members.

tion allc n o add as a Search Committee

& Applicant Documents

Search Committee

bocuments Note: If you are unable to find a search committee

Y r : ¢ member who is a current CSU employee using the Add
Existing User lookup, please DO NOT create a new user
account for this individual. All current CSU employees
already have an existing TMS account. If they do not
show up when searched, they may not have the Search
Search Committee Members Committee Member user role assigned to their profile.

Please reach out to OEO at or (970)

Mo Search Committee Members have been assizned to §W K EESTSICISR gTe 18] (o Bi sl (LU ilo)a R 10 =8
[ Add Existing User ] Create New User Account ]

The Chair for this search MUST be Search Chair trained 2

1. To add a search committee
chair or member, click on the
Add Existing User button.
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Posting - Search Committee Tab (cont.)

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

Editing Posting

Department: ' I

¢| Display search committee user group members only

Bt Hame First Name  Email Department Committee Chair Actions)
nittee Lhair box | | . 2. Once you have
© Podition Bu L br Test emily.rogers@colostate.edu  Colorado State University Add Member located the correct
05 n eBUudget inrorn

Nittaa Re S
eas 2NSul [Nat th
< Slipletnta ety

& Qual :i:;[icuﬁ‘é:ill'lll::e@sd

Search Chair List i
N

& Evaluative Criteria
@ References
@ Posting Documents

summary

search committee
member, click the Add
Member button. Once
added, a banner
across the top of the
page will let you know

that your addition was
Existing Account arch con ) mber. ~ successful. When all
If yau enter either the usermame o email of a user, the system will return their account in the search re

request them to be added as a Search Committee Member by clicking the ember™button. Thisis o members have been
need to approve this user as a potential search committee member user in the system before they can bl [sIei(=10 Mo (o QWO [o}=N (o}

group. return to the Search
Committee Member
tab.

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

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

Colorado State University



https://oeo.colostate.edu/search-chair-training-participants/

Posting - Search Committee Tab (cont.)

@ Supplemental Questions
@ Qualification Groups

@ Applicant Documents

& Evaluative Criteria

@ References

@ Posting Documents

summary

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

Existing Account

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

New Account

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

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

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

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

Posting

Add Existing User Create New User Account

1. If a committee member is NOT a CSU employee, Note: if you need to remove a search
you will need to create a guest user account for them. committee member, hover over Actions
Click on the Create New User Account button. and select Remove from Posting.

\ f a@ Colorado State University



Posting - Search Committee Tab — Guest User (cont.)

Editing Posting .
Sea Commites oo
Posting Details

@ Essential Job Duties

@ Position Budget Inform.. Assigning Sear
Using the top g
Committee Me
@ Background Check Requi... need to find or

Request that someone be granted access to the system for
the purpose of serv

Reguired fields are indicated with an asterisk ().

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

@ Alternative Appointmen...

22alrc

g a5 a

@ Supplemental Questions New Search Cd

® Qualificai Using the "New sisting user in the system to add as a Search Committee
rec
& AD First Hame |
se the guest user’s First Name, - | o N .
L N -y d eit Last Name 1 Note: After vou have created the
S Ev ast Name, email aadress, an m Avid Mempber® burtan This s galaeaansG QRO il
a Username you create for g S thesystem before they can Begin Iggging inas the user
L= them. Most people enter mat
~1:: usernames that are similar to
CSU elD’s. (ex: emilyrogers, _ Username oo DroVe o
Su ; fig L 1rom pending to approved, the guest
ererr.S’ emllyr, etc.) ane you Iy Make this user committee chair - user will recelve an emall to selecta
have filled in the requwed put EU) FoEreWsi7e Users will receive an email once their
fields, click the Add Memberto 2

ril e e S GO RS oved list on the OEQ website. (Click here for the list)

Search Committee Members

Name Email Committee Chair Status (Actions)

Test User emily.rogers@colostate.edu a appraoved Actions v
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Posting - Search Committee Tab (cont.)

Welcome, Test User My Profile Help

User Group:

University

Initiator v

Home Postings ~ ortcuts ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (Draft) / Edit: Search Committee

Editing Posting ]
Search Committee Save & Continue
Posting Details

@ Essential Job Duties

& Position Budget Inform... Assigning Search Committee Members 3
>1ENnIng -omm vembers o - , 1. When ready, click Save
Using the top section labeled "Search” allows you to find existing users in the system that hav / :
Committee Members or Chairs. If a user does not have the Search Committee Member or Ch & Continue to continue to
& Background Check Requi... need to find or create their accountin the "New Search Committes Member” section instead. RGN =SVZIBENNV NG|SR 1o

@ Alternative Appointmen...

© supplemental Questions New Search Committee Member

® Qualification Groups Using the "New Search Committee Member" section allows you to find an existing user in the system to add as a Search Committee
Member or request a new account altogether.
@ Applicant Documents

search C - Existing Account
earch Committee . . ) . .
f you enter either the username or emaill of a user, the system will return their account in the search results and allow you to

@ Evaluative Criteria request them to be added as a Search Committee Member by clicking the "Add Member" button. This is only a request; OEQ will
need to approve this user as a potential search committee member user in the system before they can begin logging in as the user
@ References group.
& Posting Documents
g N New Account
Summary f you search for an existing account under the "New Search Committee Member" using the username or email address and do not

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

Welcome, Test User My Profile Help logout

User Group:

CO%

Universiry

Initiator T

Home Postings ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (Draft) / Edit: Evaluative Criteria

Editing Posting

Evaluative Criteria ]
Posting Details Save & Continue

& Essential Job Durties

© Position Budget Inform...

OEO does not recommend using this section. There will be training developed in the future to aid in

1. When ready, click Save
& Continue to continue to
the References tab.

a Criterion”. A pop up section will appear wh

Note: OEO DOES NOT recommend using Evaluative Criteria at this time.

C = i - L . . . . . L
© Supplemental Questions Adding Existing criterion: There are two ways to search for approved criterions to add to the job bei

® Qualification Groups the key word search or filter by criterion category.
© Applicant Documents Assign Points: Click on the criterion that has been added and a dropdown menu will appear where points can be associated to each
_ ) answer on the criterion.

@ Search Committee
Evaluative Criteria Workflow State: Select the workflow state in the applicant process when you would like for Search Committee Members to begin
rating applicants for the selected criterion.

@ References

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

Add a Criterion

Included Evaluative Criteria

Category Description Weight Workflow State Status

67 ColoradoState University




Posting — References Tab

Hire Welcome, Test User My Profile Help logout

CO% C? User Group:
W
“Flniverity if Initiator

Shortcuts ~

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

4. When ready, click Save &
Continue to continue to the
Posting Documents tab.

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

B elceLalisisdigndoun ficcept Reference 3. The Last Day a Reference Provider Can Submit
menu. The Settings page will also -

diob i dt i Reference Letter field allows the committee to select a
In?te of el |gured t'o ac;tlap Last Day a Reference date when references are no longer able to provide a
NSO, M2l Provider Can Submit letter of recommendation. Only use this field if you are
see our Reference Letter ot i

soliciting letters of recommendation from references.

DAVE CL U I ue

Maximum Number of
References
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Posting — Posting Documents Tab

Hire Welcome, Test User My Profile  Help

O E p— User Group:

Urniversity ) = Initiator

Home Postings ~ Shortcuts ~

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

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

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

) Document Type Name (Actions)
& Applicant Documents ’
& Search Committee Alterna intme Actions w

@ Evaluative Criteria

@ References

1. To attach a screening form, hover over
Posting Documents ) the Actions button and select Upload
summary ening Form New from the drop-down menu.

(DO MOT USE)Short Ver: of Posting{DO NOT USE)

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

Welcome, Test User My Profile Help logout

User Group:

CO%

University

Initiator r

Home Postings ~ Shortcuts ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator Ty

Upload a Minimum Qualifications Screening Form

d description of the document. To choose a file to upload, click the Choose File button and select the file from your computer.
I o WU o] o}=To - We [o]olU]aq =1 oY Ml ol QMBI . Click the Submit butcon.

Choose File.

Please note, depending on € Open X
your web browser’ this button « v « Live.. » AP Standard Search v O Search AP Standard Search o
may be labeled as Browse.
Organize * MNew folder =z ~ [N 9
File to upload o file chosen I Desktop ~ Mame Date modified Type *

Approval of AL ﬁ Minimum Cualifications Screening Form I 2/16/2018 10:35 AM  Adobe

Interest Cards

Write Minimum Qualifications Screening Form L0 Tz 2

2. Locate the file on your

Market Analysi
New Mabile Jo computer then select Open.

Print Preview

RC v <

File name: | Minimum Qualifications Screenin V|

Cancel

3. Select ‘Submit’.

@e@ Colorado State University




Posting — Posting Documents Tab (cont.)

0 Document "Minimum Qualifications Screening Form 08-24-18 13:52:24" was successfully created.

Initiator

. Shortcuts ~
Note: A banner across the top of the page will

Iet you know that the upload was SUCCGSSfUl demic Success Coordinator (Draft) / Edit: Posting Documents

iting Postin
Jiing g Posting Documents .
N . Save & Continue
osting Details

& Essential Job Duties

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

Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types
@ Background Check Requi... that are supported as atachment include .doc, .docx, .pdf, .rtf, rog e (Off, (Of, jpeg, jpe, Jpeg.. png, xlIs and xlsx. All documents

) uploaded will be converted to .pdf for security.
@ Supplemental Questions

PDF conversion must be completed for the document to be valid when B8N e] (=3 N al=) system automatically converts
@ Qualification Groups

all uploaded documents into PDFs.

) Document Type Mame
@ Applicant Documents
@ Search Committee Alternative Appointment - Resume Actions w
@ Evaluative Criteria
Minimum Qualifications Screening Form 08- PDF conversion in
& References Minimum Qualifications Screening Form ., =
- - Q £ 24-18 13:52:24 process

Posting Documents

Summary § 1. Once finished, select the Summary tab Actions v
from the left side of the screen.

Faculty - Alternative Appointment - Dean's
Recommendation Letter

Actions w

) ColoradoState University




Posting — Summary page

Hire

rdinator (Draft) /

Note: The posting Summary displays all tabs and their information. In
addition, new links appear access the top: History (all transactions
associated with the posting), Settings (which department the posting
resides in and other information), and the Associated Position
Description. To access these areas, simply click on the tab.

Current Status: Draft

Paosition =: Admin Created by: Test User
Professional/ Research
Professional

Department: College of TMS
Training (0000)

Summary

ew the details of the posting carefully before continuing.

Ssummary

Welcome, Test User My Profile Help

User Group:

Initiator

Shortcuts ~

Take Action On Posting w

Edit

Note: In addition to summary information about your
posting, you may also ‘See how Posting looks to
Applicant’, print preview the ‘Applicant View’ of the
posting, or ‘Print Preview’ the whole posting as it is
viewed internally. You can also add the posting to
your Watch List. Doing so will allow you to track the
posting on your TMS homepage.

t the appropriate Workflow " the Take Action on this Pos
\

ur Watch List. in the po

Page 41
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Posting — Move in Workflow (from Initiator to EO Coordinator)

Welcome, Test User My Profile

User Group:

Initiator r

University

Home Postings ~ Shortcuts ~

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

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

ready to move it to the EO Coordinator for review, hover _ _ _
Keepworking on this Posting

over the Take Action on Posting button and Standard

Search Process / AAR (move to EO Coordinator Review). i
Standard Search Process ! AAR
imove to EQ Coordinator
. . . ) i Review)
Posting: Academic Success COO| o coordinator Review (move to EO 3l/ Resel ; -
Coordinator Review) Reassign tmove to Initiator)
Current Status: Draft N i \
- _ Comments (optional) Prornotional Announcernent
asition Type: Admin Created by: Test U4 .
Professional/ Researc| frmove to OEO Prormotional
Professional 2. You may add Announcermnent Review)
a2  relevant comments for
Training (0000) the EO Coordinator in g ) ' _
the optional _ - Note: Promotional Announcement (move
Summary Comments box then i to OEO Promotional Announcement
click Submit. : Submit I Cancel Review) workflow should only be selected
if you are creating a Promotional

Please review the details of the posting carefully bérore—oromome:

Announcement posting in the system.

To take mowve the posting, select the appropriate Workflow by hovering over the ocrange "Take Action on this Postilg
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.

Colorado State University




Posting — Move in Workflow (from EO Coordinator to

Hiring Authority )

Welcome, Test User My Profile Help logout

User Group:

I EC Coordinator 'I

Lniversity

Shortcuts =

Home Postings ~

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (EO Coordinator Review) / Summary

Take Action On Posting v

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

Standard Search Process (move

Search Process (move to Hiring Authority Review and Approval). to Hiring Authority Review and
Approval)

YT U P T Y A R TS . Return to Initiator (move to P .
eSec nitiator) -dit

Posting: Academic Success Coordi

Current Status: EO Coordinator Re'-.*iewl

Alternative Appointment
Request (move to Hiring
Authority Alternative
Appointment Approval)

Standard Search Process (move to Hiring
Authority Review and Approval)
Comments (optional)

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

Department: College of TMS
Training (0000)

Summary Histary Settings Applicants 2. The EO Coordinator may add any

) relevant comments in the optional

Please review the details of the posting carefully before cqg C_Omr_nents bOX When ready’ they
-_g,,,_._ - will click Submit.

To take move the posting, select the appropriate Workflow ing"

and also add this pesting to your Watch List. in the popu T PP T O T T T oSOy T

box.




Posting - Move in Workflow (from Hiring Authority to OEQO)

Welcome, Test User My Profile Help logout

University

Home Postings ~ Hiring Proposals ~

User Gro i
| Hiring Authority \ I

Shortcuts ~

Paostings / Admin Professional/ Research Professional / Academic Success Coordinator (Hiring Authority Review and Approval) / Summary

=

1. Once the Hiring Authority has reviewed the posting,
they will hover over the Take Action on Posting button and
select OEO Final Approval (move to OEO Final Review).

Take Action On Posting w

Keepworking onthisPosting
WORKFLOWACTIONS

Alternative Appointment
Request {move to Signature
Authority Alternative

Posting: Academic Success Coordir

I Current Status: Hiring Authority Review and Apprcvall

Paosition Type: Admin Created by: Test User
Professional/ Research Owner: Hiring Authority
Professional 1

Department: College of TMS
Training (0000)

2. The Hiring Authority may
add any relevant comments
for OEO. When ready, they
will click Submit.

Approved (move to OEQ Review and
Approval)
Comments (optional)

|

To take mowe the posting, select the appropriate Workflow

: Submit I Cancel

3 Appointment Approvall lit

Return to Initiator move to
[nitiator)

Returnto EQ Coordinataor
trnove to EQ Coordinator
Review)

DED Final Approval {move to
DED Final Review!)

jion Des ™

" button. You may add a Comment to the posting

and also add this posting to your Watch List. in the popup ToR et app =T

box.

=TUTTET YOO aT e 120y 10 suat your posting, click on the Submit button on the popup
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Final Review and Approval — OEO

Welcome, Test User My Profile Help logout
User Group:
OEC v

Applicants ~ Hiring Proposals ~ Onboarding Events ¥ Shortcuts ~

Paostings / Admin Professional/ Research Professional / Academic Success Coordinator (OEO Review and Approval - In Progress) / Summary Search Results: Next

| —
Take Action On Posting w

Keep working on this Posting
WORKFLOW ACTIONS

EC Coordinator Review (move
to EQ Coordinator Review)

Return (move to Hiring
Posting: Academic Success Coordinator (Admin Professional/ Reses ***" /" e ereieh -

Approved (move to OEO Review

Current Status: OEO Review and Approval - In Progress and Approval)
Position Type: Admin Created by: Test User Alternative Appointment
Professional/ Research owner: OEQ Approved (move to Alternative
Professional Appointment Approved)

Alternative Appaintment
Declined (move to Alternative
Appointment Declined)

Department: College of TMS
Training (0000

1. Once OEO has sufficiently reviewed the posting, they will hover over the

Sl Take Action on Posting button and select Posted (move to Posted). Posted (move Lo Posted) I
jelega:e Lo Initiacor (move to
nitiator)

Please review the details of the posting carefully before continuing. Delegate to Admin Help (move
ele L £ [} W

my Mele £ A A "
To take move the posting, select the appropriate Workflow by hovering over the orange "Take Action on this Posting” burtt to Delegate to Admin Help) ing
and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting,+ OEQ Return Posting to EQC

i (move to OEQ Return Posting o

(%) ColoradoState University




Posting Approved E-mail

Colorado State University

Hello Test User,
The Academic Success Coordinator position (Posting #: 201800487AP) has been placed in the status of “Posted ”

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

Position #: 012345.0001

Note: The Applicant Manager will receive an

Job Title: Academic Success Coordinator email notification from the system saying that the
) N posting has been approved. You may now begin
Department: College of TMS Training advertising in your selected recruitment venues.

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

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

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

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

Colorado State University




Need further help?

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

For additional help, contact
the Office of Equal Opportunity at:
(970) 491-5836
or
email OEO at oeo@colostate.edu

=
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