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Create and Post a Faculty Alternative Appointment Request

Alternative Appointment Request (AAR) postings are created from position descriptions to request a
direct appointment for a Faculty position.

Faculty Alternative Appointment Requests may only be created by Initiators using approved
position descriptions.

Please reach out to OEO before initiating an AAR posting to ensure that the correct process is followed.

Below are the steps in the creation and approval of the Alternative Appointment Request.

Hiring Authority Signature Authority b t Office of Equal
. . : rovos :
Initiator EO Coordinator (Dept/Chair) (Dean) Opportunity
oouing requont. Review and o e and o e and Reviewand Alternative
posting request. Approval (move to pproval (move to )
Move forward for Dept/Chair AAR Dean AAR Provost Review and App;g\g\llz(oTove Appointment
approval. Approval) Approval) Approval) Posted
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Initiating a Faculty Alternative Appointment Request

Applicant Tracking System Welcome, TestUser My Profile Help

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

User Group:

O Applicant Tracking System I
Initiator

0 Position Management
Shortcuts ~

ine Recruitment System

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

v v

Colorado State University
Employee Portal
Postings E) Hiring Pr S Position Requests 3 On

CURRENT STATE DAYS IN CURRENT STATE

Initiator

Initiator

14 Committees Served By
Initiator 42 Department last 365 Days

-
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Initiating a Faculty Alternative Appointment Request

Welcome, Test User My Profile Help logout UG GIGT)

User Group:

O

University

Initiator v

Shortcuts

Postings ~

State Classified
Welcome to]  Admin Professional/ Research Professional

I Faculty 1

Inbox _ . > Position Requests 1 Onboarding Tasks 0 Active Appllcants
1. Click on Postings in the menu across the top

SLEEl,  then select Faculty from the drop-down menu.

SEARCH

Filters O

There are no results to be displayed.

I Evaluated Applicants
I nevaluated Applicants

Watch List Postings Hiring Proposals Position Requests 1

9 Committees Served By
SEARCH Department last 365 Days

Unwatch Post ngs

Colorado State University




Initiating a Faculty Alternative Appointment Request

Welcome, Test User My Profile Help logout

User Group:

O

University

Postings ~

Initiator v

Home

Postings / Faculty I¥

1. From the Postings page, click on the Create New

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

Faculty Postings

" ings" z ion? .
Faculty Postings" {§) Selected records () Clear selection?
2  Next—

(Actions)
Posting Position Active Last Status
Working Title Number Number Department Applications Workflow State Update
Assistant / Associate Professor - Defense S College of TMS — October 09, 2018 Actian
Against the Dark Arts 201800137F 010011.0001 Training (0000) 21 Closed 300224 P ACTIONS w
- » ' : i College of TMS September 13, e —
Assistant / Associate Professor 201800129F 010003.0001 Training (0000) 8 Closed 2018 at 11-14 AM Actions v
e et (18T e May 01, 2018 at R
structors - Open Pool 201700088F Chemistry (1872) 32 Closed 12:60 Y Actions w

Colorado State University




Initiating a Faculty Alternative Appointment Request

Hire Welcome, Test User My Profile Help logout

x

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

new postlng? only used when creating NEW
Open Pools. See the Open Pools
Create from Position Type training guide for details.

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

1. Select Create from

g g Create from Position Description
Position Description. ot

Copies in most of the information from a position description.

Page 7 Colorado State UDiVel‘sity



Selecting a Position to Create an AAR posting (from)

Welcome, Test User My Profile Help logout

User Group:

§| r.i\:mi Iy

Initiator v

Home Postings ~ Shortcuts ~

Postings / Faculty / Create from Position Description

Faculty Position Descriptions

—

Add Column: | add Column

Status:

Active 1. Choose your approved position description by
f Position Number: [010003.0001 I selecting it from the list below, or_click the More
Search Options button then type in the first 6
numbers of the position number into the Position
LastName: Number field to search for the position

description you wish to create the posting from.

Department: | pepartment

Ad hoc Search @)  Save this search?

. . . . o . .- (Actions)
2. To start the posting, click on the working title of the position description. eI
- Name Status
Assistant Professor 010003.0001 College of TMS Training - ACliONs w
I I s 8 Shortcut: Hover over Actions and select Create From to y
fiew

start the posting from the selected position description. Creste From

Colorado State University




Selecting a Position to Create an AAR posting (from)

Welcome, Test User My Profile Help

User Group:

Initiator v

University

Home Postings = Shortcuts ~

Position Descriptions / Faculty / Assistant Professor

=] Position Description: Assistant Professor (Faculty)

Current Status: Active Q Print Preview

il 1. Review the approved position description then click the Create Posting B Princ Preview (Employee View)
from this Position Description button in the top right corner of the screen. Create Posting from this Position Description I

* Modify Faculty Position

Summary History Associated Classification

& Position Justification

Position Justification

Justification of Need

Is this position gift or grant

funded? Ne

Colorado State University




AAR — New Posting page

Welcome, Test User My Profile Help logout

User Group:

Initiator v

Universicy

Home Postings ~ Shortcuts ~

Postings / Faculty / MNew Posting ¥

1. Fill out the New Posting (Settings) page.

-Ej New Posting

Create New Posting

Note: The Working Title will
working Title * Assistant Professor pull over from the approved
position description.

Organizational Unit

Division * ive Vice Presi . .
Provost/Executive Vice President (1001DV) Note: These fields will auto populate

with information from the position
Academic/Reporting Area * College of TMS Training (O000RA) ¥ description and may or may not be
editable by you depending on your

_ TMS access. Ensure that the correct
Department * College of TMS Training (0000) ¥ division, reporting area and
department are selected.

Interest Card
nierest card caregory

Academic Advising / Counseling

Colorado Statellniversity




AAR — New Posting page

Interest Card
neerest card calegory

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

Note: Interest Cards, also known as Job Categories are

not required for AAR postings. You may skip this section.

Colorado State University




AAR — New Posting page

Applicant Workflow Note: Leave the Applicant Workflow as
Workflow State Under Review by Dept/Committee ¥ Under Review by Dept/Committee.

When an application is submitted for this job iCShould moveto
Process workflow?

References

Reference Natification v

Request References to submit Recommendations when candidate reaches selected workflow
stare?

A4

Recommendation Workflow

When all Recommendations have been provided, move to selected workflow state?

Recommendation Document Type No Document ¥

Allow a document upload when a reference provider submits a Recommendation?

Online Applications

Note: The Reference section on the New Posting page allows you to set
up Reference Letter collection. You do not need to change/select

¥ Accept online applications?

anything under this section when creating an AAR posting.
special offline application instructions

Colorado Statellniversity




AAR — New Posting page (cont.)

Online Applications 1. Continue to fill out the New Posting page. Ensure
that the Accept online applications? box is checked.

I ¥ Accept online applications?

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

Note: You may leave the Special Offline

application instructions field as is.

Accepted Application Forms

Faculty Application

2. Check Alternative Appointment Request Application ¥ Alternative Appointment Request Application I

3. Click the Create New Posting button to continue to the Posting Details page. l Create New Posting

Colorado State University




AAR - Posting Details Page

Welcome, Test User My Profile

User Group:

R

Universicy

Home Postings ~ Shortcuts ~

Initiator v

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

Editing Posting . .
— e e

Posting Details

@ Essential Job Duties

@ Position Budget Inform... %c Check spelling
@ Alternative Appointmen... * Required Information Note: On the Posting Details page you will
P o Classification Information enter information about your posting (FTE,
Background Check Requi... . . . . :
This information is pulled in from the position description. SUperV'Sc_)r information, Etc:)- Some fields will
@ Supplemental Questions Classification Tide ettt Profeceor not b?j edltabfle bytr)]/ou or_;/_\nll r:jave t_)et(f,'n
© Qualification Groups copied over from the position description.
Classification Code 007480
@ Applicant Documents
@ Search Committee IPEDS Reporting
Category
& Evaluative Criteria
© References Salary Grade
& Posting Documents Min Salary
summary
Mid Salary

Colorado State University




AAR - Posting Detalls Page

Position Information

R Position Number 010003.0001
1. Begin filling out the
CEIYPEEISIERE Employment Category  Regular Note: The Proposed Annual Salary
Proposed Annual Salary Range field will pull over from the
Range $80,000-$100,000 approved position description.
Please do not alter this amount.
Work Hours/Week 40
N , Fort Collins, CO 3. Enter the location of the position.
+[| Position Location ; o e i - . . . .
Please enter the location of the position in a City Sgkre A Fort CO”InS, CO will autofill in this

ollins, €O, please do nort edit the field. . .
Collins, CO. please do not edit the field field. Please update if needed.

Hogwarts School of Witchcraft and Wizardry
is the British wizarding school, located in the

Highiands of Scotland. Note: The Description of Work Unit
will pull over from the Position

Description of Work Unit  |Established around the 10th century, - B )
Description. If this field is empty,

Hogwarts is considered to be one of the

finest magical institutions in the wizarding . ensure you are using an approved,
world. Children with magical abilities are p completed Position Description to
The description of the work unit is used to promote create the AAR POSting-

Tenure/Tenure Track? Yes

% Research 20 Note: The Research, Teaching,

B Service and Administration percentage

Teaching 80 breakdowns will pull over from the
% Service - approved_posmon_descrlptlon. Please
do not edit these fields.
% Administration 10

Colorado Statellniversity




AAR - Posting Detalls Page

1. Select a Hiring Authority.
Multiple Hiring Authorities may
be added.

Note: The same Hiring Authority
listed on the Position
Description will need to be
added to the Posting. If they
weren'’t listed on the Position
Description, the Hiring Authority
will not be able to complete the
Hiring Proposal later on in the
process.

Please contact HR
Classification and
Compensation if you need to
have the Hiring Authority added
to the Position Description.

Page 16

i ) User, Test ¥
Hiring Authority

Supervisor Name

Supervisor Working Title

oK

Position Summary
Against the Dark Arts.

Conditions of

Pre-employment Criminal Bac und Check (require

Employment

* Ph.D. in Dark Arts Studies, Magical Defense,

Required Job
Qualifications

@ teaching in a wizarding

or experience with
Preferred Job plinary, collabx ve and engaged
Qualifications
mmitment to diversity as evidenced by
success in delivering successful
programming to diwv student audiences

2. Enter the position's supervisor
and their working title.

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

position description to create the
posting.

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

Colorado Statellniversity



AAR - Posting Details Page

osting Detalls

Working Title Assistant Professor

Posting Number

Number of Vacancies

Desired Start Date

Position End Date (if
temporary)

Open Posting Date

e aare mne ¢ ee e the posting a ds 500N as possiple,” piease e

=

Note: For AAR’s, you do not To ensure full

need to edit these fields. consideration,
applications must be

received by 11:59pm
(MT) on

Close Posting Date

References will not be contacted without prior
notification of candidates.
Spedial Instructions
Summary

Colorado State University




AAR - Posting Details Page

Note: For AAR’s,
need to fill in these fields.

1. Replace the auto populated

text in the Recruitment Plan
field with “AAR”.

Note: For AAR’s, you do not
need to edit this field.

Internal Search
Reguested

Rationale for Internal
Search

Recruitment Plan

v

A

A
Rec

b

List all advertising venues (e.g. websites, list services, etc.)

Pass Message

Fail Message

Thank you for your interest in this position. The screening and selection process is currently underway and will
continue until a successful candidate is chosen. Should review of your qualifications result in a decision to pursue your
candidacy, you will be contacted.

Thank you for your interest in this position. Based on your respenses to the questions on the employment application,
you do not meet the minimum qualifications for this position. Please do not let this discourage you from applying for
other positions at C5U that interest you.

AP/Faculty Short Posting

CSU is an EO/EA/AA employer and conducts
background checks on all final candidates.

P
Add the short posting to this field for other advertising and recruitment venues. You MUST include the below

=

f .ﬁu'.-.'

Quiick link o thi

Colorado State University




AAR - Posting Details Page

Quick Link for Internal
Postings tp

Colorado Stare University (C5U) strives to provide a safe study, work, and living environment for its faculty, staff,
volunteers and students. To support this environment and comply with applicable laws and regulations, CSU conducts
background checks. The type of background check conducted varies by position and can include, but is not limited to,
criminal {felony and misdemeanor) history, sex offender registry, motor vehicle history, financial history, and/for
education verification. Background checks will be conducted when required by law or contract and when, in the
discretion of the university, it is reasonable and prudent to do 50.

Background Check
Policy Statement

Colorado State University is committed to providing an environment that is free from discrimination and harassment
based on race, age, creed, color, religion, national origin or ancestry, sex, gender, disability, veteran status, genetic
infarmation, sexual orientation, gender identity or expression, or pregnancy and will not discharge or in any other

manner discriminate against employees or applicants because they have inquired about, discussed, or disclosed their

own pay or the pay of another employee or applicant. Colorado State University is an equal opportunity/equal

access/affirma action employer fully committed to achieving a diverse workforce and complies with all Federal and
EEO Statement Colorado State laws, regulations, and executive orders regarding non-discrimination and affirmative action. The Office
of Equal Opportunity is located in 101 Student Services.

The Title IX Coordinator is the Executive Director of the Office of Support and Safety Assessment, 123 Student Services
Building, Fort Collins, CO 80523 -2026, 0) 491-7407.

The Section 504 and ADA Coordinator is the Associate Vice President for Human Capital, Office of Equal Opportunity,
101 Student Services Building, Fort Collins, CO 80523-0160,

1. Copy and paste one of the five
bulleted Diversity Statements

e rext box above. If one of these statements is

own for approval by OFQ.

into the required Diversity «] Diversity Statement
Statement field.

v to advance the depar

esearch, teaching an a

ed knowledge

Iy diverse comr

d constituent

1strated by p

pected to have the a

. Colorado State University



AAR - Posting Details Page

Diversity Statement

“Reflec
Departm
«Parson

crea.

f these statements is

earch, teaching and

comi amang potential

nal commiti

ersity as de

for diversi

1strated by persi

ouTComes.

T, Active |

urces and/or accountab oy

nd institutior ¢ to advance

in teaching, research,

1. Enter a name and email |

address into the required
Search Contact field.

Search Contact

EO Coordinator

Name and p

hane number an

2. You must select at least
one EO Coordinator and one

reguired.

,

a0,

the EO

Applicant Manager.

Applicant Manager This field is

ﬂ;.fS-".‘é_‘.:'l':".’ does Not appear in L please contact

. Colorado State University




AAR - Posting Details Page

Welcome, Test User My Profile Help logout

User Group:

CO%

University

Initiator v

Home Postings ~ Shortcuts ~

Paostings / Faculoy / Assistant Professor (Draft) / Edit: Posting Details

Editing Posting

Posting Details

o | -

Posting Details
© Essential Job Duties Note: For AAR postings, you may skip these two sections.

& Position Budget Inform...
@ Alternative Appointmen... 1. Once you are back at the top of the Posting Details page, click
on Alternative Appointment Request from the left side menu.

& Background Check Requi...

& Supplemental Questions

Classification Title Assistant Professor
@ Qualification Groups
i Classification Code DO7AROD
@ Applicant Documents
@ Search Committee IPEDS Reporting
Category
@ Evaluartive Criteria
@ References Salary Grade
@ Posting Documents Min Salary
Summary
Mid Salary
Max Salary

Position Information

Colorado State University




AAR — Alternative Appointment Request Page

Welcome, Test User My Profile

User Group:

Note: Utilization of the Alternative Appointment Request page 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. This page is required for Shortcuts ~
AAR'’s and will need to be filled out completely, with great detail, before the request is reviewed by OEO.

Editing Posting Alternative Appointment Request Save

@ Posting Details

@ Essential Job Durties

& Position Budget Inform... #c Check spelling
Alternative Appointmen._ AI ternative Appoi!‘lcments are a deviation from the standard expectation thlac all Falclulty and Administrative Professional positions be
filled through national searches and as such may be used only under certain conditions.

© Background Check Requi... Alternative Appointment Request
@ Supplemental Questions Please note: For an Alternative Appointment, the proposed individuals resume will t et

. taky 1. Select Yes from the
@ Qualification Groups I . .

_ Alternative Appointment Alternative Appomtment
© Applicant Documents Requested? M | Requested? drop-down menu.
@ Search Committee

- Name of Proposed 2. Enter the name of the
@ Evaluative Criteria Individual gl
proposed individual.

& References "
Nature of Appointment Please seclect

@ Posting Documents 3. Select the Nature of Appointment and
Type of Appointment Please select ¥ Type of Appointment from the two drop-

summary
down menus.

Colorado State University




AAR - Alternative Appointment Request Page

I 1. Enter in detailed rationale for why

the alternative appointment is being
requested. Why should this person
be hired outside of the standard
search process?

Note: Please fill in the boxes with
as much detail as possible to Rationale for Request
avoid having the request sent
back asking for more
information/rationale.

Items OEO looks for: How Proposed 2. Enter information regarding
Individual Was Identified how this individual was identified.

* Why is it necessary to hire this
individual through the AAR
process as Opposed toa If this is a current
national or internal search? employee of your unit,

. . are you going to fill the 3. Answerf/fill in the fields
* Why is this individual being Z:;f;e:zcated by this pertaining to how the.
proposed for this position? department plans to fill the
If so, by what method? | pjogse select ¥ newly vacated position (if
applicable).

* Would any one else be
interested in this opportunity?

* Were other individuals
considered for this position?

If other, please explain

4. Select Yes or No from the Is |sasa|ar3:;3djustment
a salary adjustment requested? requested:
drop-down menu.

5. When complete, click Save. I Save l SSPrev l hext ==

Page 23 Colorado State University



AAR — Alternative Appointment Request Page

Welcome, Test User My Profile Help | logout

User Group:

R

Universiry

Initiator v

Home Postings ¥ Sh =

Postings / Faculty / Assistant Professor (Draft) / Edit: Alternative Appointment Request

Editing Posting

Alternative Appointment Request
@ Posting Details

@ Essential Job Duties

& Position Budget Inform... % Check spelling
,ﬂ_«lterr“ative Appoin:ments are a deviation from the standard expectation th_a: all :gc_ultyancl Administrative Professional positions be
filled through national searches and as such may be used only under certain conditions.
@ Background Check Requi... AH@ ative Appoiﬂtn“eﬂt R@C]UGS_.
@ Supplemental Questions Please note: For an Alternative Appointment, the proposed individuals resume will need to be uploaded in the Posting Documents
tab.

& Qualification Groups
& iC M0 ents o .

© Applicant Documents Note: These sections may be skipped

@ Search Committee when creating an AAR posting request.

@ Evaluative Criteria

® References 1. Once you have filled in the Alternative

: Appointment Request page, click on Posting v
I © Posting Documents l Documents from the left side menu.

Summary

Colorado State University




AAR- Posting Documents Page

Hire Welcome, Test User My Profile Help logout

G - User Group:

~FUniversity | W Initiator

Note: Use the Posting Documents page to upload the required resume of the individual you are seeking to Shortcuts ~
hire through the AAR process. Please ensure that the resume clearly demonstrates that the individual
meets all the required job qualifications of the position. If the proposed individual does not meet the
required qualifications of the position, they cannot be hired.

If this is an AAR for a Tenure or Tenure-Track position, required Provost documentation will need to be
uploaded in the Faculty — Alternative Appointment — Dean’s Recommendation Letter slot. Please see this
for more information.

QA = Appointmen... -

& Background Check Requi...

@ Supplemental Questions

1. To upload a resume, hover over the
Actions button and select Upload New.

@ References Minimum Qualifications Screening Form

Posting Documents

summary Faculty - Alternative Appointment - Dean's Recommendation Letter

(DO NOT ] = of Posting(DO NOT USE)

Page 25 Colorado State University


https://provost.colostate.edu/provost/media/sites/75/2017/05/TT-Hiring-5-17.pdf

AAR- Posting Documents Page

Welcome, Test User My Profile Help @ logout

User Group:

Colm

University

Initiator v

Home Postings Shortcuts ~

Postings / Faculty / Assistant Professor 17

Upload a Alternative Appointment - Resume

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

Choose File.

€ Open *
Please note, depending on « S <« Live Trai.. » AP Standard Search w | 8 Search AP Standard Search pel
your web browser, this button Organize v New folder =~ m @
may be labeled as Browse. — A Neme Date modified Tpe A

1= Resurne 3/22/2018 3:01 PM Microsoft

Deskt
File to uploac o file chosen K Desktop
2. Locate the file on your
Write Alternative Appointment - Resume computer then click Open.

L 4

File name: v| All Files

Cancel

Colorado State University




AAR- Posting Documents Page

0 Document ‘Alternative Appointment - Resume 11-07-18 15:59:18" was successfully created. xX

Welcome, Test User My Profile Help @ logout

User Group:

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

Home Postings ~ Shortcuts ~

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

Editing Postin .
& g Posting Documents -
Save << Prev
@ Posting 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 docu

1. When ready, click Next.

& Alternative Appointmen... ) i
Documents can be uploaded by browsing for the document or a document can be written or
@ Background Check Requi... that are supported as attachment include .doc, docx, pdf, rtf, rox, e, dff, of, jpeg, jpe, jpg., png, XIs and xIsx. All documents
_ uploaded will be converted to pdf for security.
& supplemental Questions
) FDF conversion must be completed for the document to be valid when applicable.
& Qualification Groups

. Document Type Name Status (Actions)
& Applicant Documents

Cearc it . o : Alternative Appointment - Resume 11-07- PDF conversion in
& search Committee Alternative Appointment - Resume P,
815:59:18 process

& Evaluartive Criteria

& References Minimum Qualifications Screening Form

Posting Documents

summary Faculty - Alternative Appointment - Dean's Recommendation Letter

Note: The system automatically converts

all uploaded documents into PDFs.

Colorado State University




AAR — Move in Workflow (from Initiator to EO Coordinator)

Welcome, Test User My Profile Help logout

User Group:

O

Unibversity

Initiator v

Home Postings ~ Shortcuts ~

Postings / Faculty / Assistant Professor (Draft) / Summary

Take Action On Posting w

D 1. Once you have sufficiently reviewed the posting and are ready to
y y P g y Keepworking on this Posting

move it to the EO Coordinator for review, hover over the Take Action
on Posting button and select Alternative Appointment Request (move WORKFLOWALCTIONS
to EO Coordinator Alternative Appointment Approval). Alternative Appointrent

Reguest {rowve to EO
Coordinator Alternative
Appaointment Approval)

LI
m

wings A

]
“

n
i
&

Summary History

iateqd  Alternative Appointment Request (move to
EOQ Coordinator Alternative Appointment

Approval) . Standard Search Process (move
Fomme'hs (optional) to EQ Coordinator Review)

| Reassign (rmove to lnitiator] | |

Please review the details of the posting carefully befo

Promotional Annoucement

ate Work this Posting" burtt
2. You may add releva_nt Comments i " e your sescme {move to OEO Promational
for the EO Coordinator in the s "1 Announcement Review)
optional Comments box. When to the 5e p u directly to the PostungFagetoEaiia Secton nasaEn
ready, click Submit. ill needq ) Bihs before moving to the next step in the workflow.

or additional help filling out an

AP'posting, please se Submit Cancel
For additional help filling out a Faculty posting, pleasg =

®@ Posting Details Edit

Colorado State University




AAR — Move in Workflow (from EO Coordinator to Hiring

Authority)

Welcome, Test User My Profile Help logout

CO%

Universicy

B

Home Postings ~

User Group:
| EC Coordinator 'I

Shortcuts ~

Postings / Faculty / Assistant Professor (EO Coordinator Alternative Appointment Approval) / Summary

Take Action On Posting v

Keep working on this Posting

WORKFLOW ACTIONS

o over the Take Action on Posting button and select Alternative Appointment Return (mave to Initator)

W Request Approved (move to Hiring Authority Alternative Appointment Approval). Alternative Appointment

Request Approved (maove o

L1
m

Summary History tings

Please review the details of the posting

To take move the posting, select the ap
and also add this posting to your Watch
box.
To edit the posting, click on the Edit link
orange icon with an exclamation peint,

For additional help filling out an AP pos
For additional help filling out a Faculty

®@ Posting Details Edit

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

Comments (optional)

Hiring Authority Alternative
Appointment Approval )

flon Description

K& Action on this Posting” button. You may add a Comment to the posting
ready to submit your posting, click on the Submit button on the popup

Ed

o

2. The EO Coordinator may add any
relevant comments in the optional
Comments box. When ready, they
will click Submit.

Colorado State University




AAR - Move in Workflow (from Hiring Authority to Signature

Authority)

Hire Welcome, Test User My Profile Help logout
mm User Group:
riveriy | Hiring Authority v I
Home Postings ~ Hiring Proposals ~ Shortcuts ~

Postings / Faculty / Assistant Professor (Hiring Authority Alternative Appointment Approval ) / Summary

™| Posting: Assistac

R L 1. Once the Hiring Authority has reviewed the posting, they will Keep working on this Posting
ELLLRYSCH NIl hover over the Take Action on Posting button and select NORKFLOW ACTIONS
DECERMERIRECIITTRY,  Alternative Appointment Request Approved (move to Signature Alternative Appointment

Training (0000) Authority Alternative Appointment Approval). :*;?if&**ﬂﬁ;f: o
Signature A ricy Alternaci

Appointment Approval )

Return (move to EO Coordinator

Summary History Settings Applicants R gsition De lternative A o
Alternative Appointment Request Approved | | A [":I_rﬁ_alillf': Appointment
(move to Signature Authority Alternative Approval)
_ ) ) _ Appointment Approval )
Please review the details of the posting carefully before contin R h |
= Comments (optional)

To take mowve the posting, select the appropriate Workflow by | . Eing" button. You may add a Comment to the posting
and also add this posting to your Watch List. in the popup box o -
box.
To edit the posting, click on the Edit link next to the Section Tal mE: 2 The Hiring Authority may add
orange icon with an exclamation point, you will need to review _ P l any relevant comments for the
For additional help filling out an AP posting, please see the AP Signature Authority. When
For additional help filling out a Faculty posting, please see the | Submit i Lancel ready, they will click Submit.

@ Posting Details  Edit

Colorado State University




AAR — Move in Workflow (from Signature Authority to Provost)

oY

University

Home Postings ~ Hiring Proposals ~

Welcome, Test User My Profile Help logout
User Group:
| Signature Authority v I

Shortcuts ~

Postings / Faculty / Assistant Professor (Signature Authority Alternative Appointment Approval ) / Ssummary

=

Pog
UL 1. Once the Signature Authority has reviewed the posting, they will hover
over the Take Action on Posting button and select Alternative Appointment

Take Action On Posting w

Keep working on this Posting

WORKFLOW ACTIONS

Request Approved (move to Provost Alternative Appointment Approval).

Alternative Appointment
Request Approved (move to
Provost Alternative
Appointment Approval)

Summary History Settings Applicants

iSition De

Alternative Appointment Request Approved
(move to Provost Alternative Appointment
Approval)

Please review the details of the posting carefully before contf Comments (optional)
To take move the posting, select the appropriate Workflow b
and also add this posting to your Watch List. in the popup bg
box.
To edit the posting, click on the Edit link next to the Section T|
orange icon with an exclamation point, you will need to revig | e

|5ubm1’t i Cancel

additional help filling out an AP posting, please see the A
additional help filling out a Faculty peosting, please see th

For
For

@ Posting Details Edit

Return (move to Hiring
Authority Alternative
Appointment Approval )

Decline (move to Alternative
Appointment Declined)

| Ihg" button. You may add a Comment to the posting

2. The Signature Authority may add any
relevant comments for the Provost.

When ready, they will click Submit.

Colorado State University




AAR — Move in Workflow (from Provost to OEO)

Welcome, Test User My Profile Help logout

mkw User Group:
Unierity | Provost v I

Home Postings ~ Hiring Proposals ~ Shortcuts ~
Postings / Faculty / Assistant Professor (Provost Alternative Appointment Approval) / Summary Search Results: Next
[ » " R - =
= Posting: Assistant Professor (Faculty) Edit Take Action On Posting v
Current Status: Provost Alternative Appointment Approval Keep working on this Posting

WORKFLOW ACTIONS

Return (move o Signature
Authority Alternative
Appointment Approval )

1. Once the Provost has reviewed the posting, they will hover over the Take Action

on Posting button and select Approved (move to OEO Review and Approval.

Approved (move to OEO Review I

P 2 M = o . g A wall
Summary History Settings Applicants F isition Dy and Approval)

Decline (move to Alternative

Approved (move to OEQ Review and Appointment Declined)
Approval)

Please review the details of the posting carefully before contit  Comments {optional)

To take move the posting, select the appropriate Workflow by | #hg" button. You may add a Comment to the posting

and also add this posting to your Watch List. in the popup bo POSTin e =

box.

To edit the posting, click on the Edit link next to the Section Ta I to thy 2. The Provost may add any

orange icen with an exclamation point, you will need to reviev | 4 [aEl  relevant comments for OEOQO.

For additional help filling out an AP posting, please see the AF When ready’ they will click Submit.
For additional help filling out a Faculty posting, please sea the | Submit i Lancel

@ Posting Details Edit

Colorado State University




AAR Final Review — OEO

Hire

Lribversaty .

Welcome, Emily Rogers My Profile Help @ logout

User Group:

OEO

Home

Posting: Assistant Professor(FacuIty) Edit

Current Status; O w and App

- Faculty
College of TMS

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

Summary History ion De

**P|lease Note**

Due to Colorado’s , all AARs must be
announced on CSU’s internal job board for one day before an official hiring
decision can be made. If another individual applies, their materials will need
to be considered. Please reach out to OEO if you have any questions.

Page 32

Onboarding Events ~

Shortcuts «

Take Action On Posting v

Keep working on this Posting

EO Coordinator Review (move
to EO Coordinator Review)

Return (move to Hiring
Authority Review and Approval)

Approved (move to OEO
Promotional Announcement
Review)

Alternative Appointment Posted
(move to Alternative
Appointment Posted)

)

Alternative Appointment
Declined (move to Alternative
Appointment Declined)

Posted (move to Posted)

Delegate to Initiator (move to
Initiator)

Colorado State University


https://oeo.colostate.edu/equal-pay-for-equal-work/

Review and Approval — OEO

Welcome, Emily Rogers My Profile Help

User Group:

OEO v

Applicants > Hiring Proposals > Onboarding Events ~

Postings / Faculty / Assistant Professor (Alternative Appointment Approved) / Summary Search Results: Next

=N
Note: Once the Alternative Appointment Request has been posted, a link will

appear at the top of the Summary page. Since AAR postings are not advertised W See how Posting looks to Applicant
on the main CSU Jobs website, the proposed individual will need to be sent & Print Preview (Applicant View)
this link so they can ‘apply’ to the AAR posting in order to be associated with B o revien

this position. Individuals hired via the AAR process do not compete. rinePreview

m Add to Watch List

Posting: Assistant Professor (Faculty) Edit

Current Status: Alternative Appointment Posted |

This posting is not available to applicants via search results but may be accessed directly at http://colostate-sb.peopleadmin.com/postings/57216

Position Type. raculty Created Dy, 1est user
Department: College of TMS Owner: OEO

Training (0000)

Summary History Settings Applicants Reports Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing.

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

Colorado State University



Alternative Appointment Request Approved Email

Colorado State University

Hello,

The following position, Assistant Professor, has been placed into the status of "Alternative Appointment Approved.” As the hiring authority or applicant manager, you will need to
email the incumbent the direct posting link so they can “apply” to this position. Please communicate to the incumbent that they do not need to upload any application

documents (cover letter, resume etc) to apply. They are only required to create a CSU jobs application account and “apply” to the position through the direct link. By selecting

apply, they are linking their name to the approved Alternative Appointment Request posting within the TMS.

Direct posting link: http://colostate-sb peopleadmin.com/postings/57215

Once the incumbent, John Doe, has linked their name to this position, the applicant manager will need to move the incumbent to the workflow state "Recommend for Hire -

EOC” from the Applicant tab on the posting.

Once the hire request has been approved by OEQ, the hiring authority may start the hiring proposal to finalize the AAR.

Job Title: Assistant Professor

Position #: 010003.0001 The Hiring Authority and Applicant Manager will receive
Posting #: 201800139F an email notification from the system once the Alternative
Department: College of TMS Training Appointment Request has been approved. The ‘Direct

Status: Alternative Appointment Approved posting link’ is provided, which you can email directly to

the incumbent so they can apply to the position.
Thank you,

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

If you have any questions or need further assistance, please see our training wehsite at hrtp-//oeo colostate edu/talent-management-system-tms or email OEO at ceo@colostate edu

Colorado State University




Alternative Appointment Request Incumbent Application

@I COLORADO STATE UNIVERSITY

Jobs @ Colorado State University

Assistant Professor

# Home Below youwill find the details for the position including any supplementarv documentation and questions vou should review before applving
for the opening. To apply for the position, please click the Apply for this Job link/button. If you would like to bookmark this position for later
review, click on the Bookmark link. If vou would like to print a copy of this position for your records, click on the Print Preview link.

Q, Search Internal
Jobs

Q, Search Jobs A Bookmark this Posting & Print Preview + Apply for this Job

Applicant Interest

Cards Please see Special Instructions for more details. F

References will not be contacted without prior notification of candidates. Note: The 'ncumbem_: will apply to the AAR
A Your Bookmarked posting through the link sent to them by the
Postings Hiring Authority or Applicant Manager.

Posting Details
Posting Detail Information

B Your Applications

& Your Documents

. Working Title Assistant Professor
£ Account Settings €

. Posting Number 201800139F
Demographic Info

: Proposed Annual _
¢ Logout Emily Salary Range e
? Help Position Type Faculty

Work Hours/Week 40

Colorado State University




AAR — How to Hire the Incumbent

B Print Preview

[ Add to Watch List

Note: Once the incumbent has applied to the position,

the Applicant Manager will need to move them into the
workflow state ‘Recommend for Hire - EOC’.

This posting is not available to applicants via search results but may be accessed directly at http://colostate-sb peopleadmin.com/postings/57216

1. Navigate to the AAR posting and select the Applicants tab.

Summary History Applicants Reports Associated Position Description

Saved Searches w Q More Search Options v

Active Applicants

n 5 i n a S )
Active Applicants" @J) Selected records () Clear selection?

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

Rogers 201800139F Under Review by Dept/Committee November 08, 2018 at 04:16 PM ACLIONS v

2. Click on the applicants first name.

Colorado State University




AAR - Recommend for Hire (from Applicant Manager to EO

Coordinator)

Unibviersity

Home Postings ~

Welcome, Test User My Profile Help @ logout

User Group:

| Applicant Manager 'I

Postings / ... / Assistant Professor (Alternati

1. Once in their Job Application, hover over the orange

Take Actions on Job Application button and select

D JOb application: Emil Recommend for Hire - EOC (move to Recommend for

Ty s cLTERL EEE TRt Hire - EOC) near the bottom of the menu.
Application form: Alternative Appointm

Full name: Emily Rogers

Created by: Emily Re
Address: Owner: Applicant M

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

Reason (required)

Other ™

2. In the pop up Take Action box, select Other N
from the Reason drop-down menu then enter , : I
7

“Alternative Appointment Request” or “AAR” in
the Explanation box. Then click Submit.

Department: College of TMS
Training (0000)

i Submit I Cancel

Summary Documents Recommendations (0 of 0) History | Reports

by Dept/Committee

Take Action On Job Application v

Keep working on this Jab
application

Request Faculty Review - EOC
(move to Request Faculty
Review - EOC)

Request Semifinalist Interview -
EOQC (move to Request
Semifinalist Interview - EQC)
Request Finalist Interview - EOC
(move to Request Finalist
neerview - EOC)

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

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

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

Colorado State University




AAR - Recommend for Hire (from EO Coordinator to OEQO)

Welcome, Test User My Profile Help @ logout

SEr Group:

COUle

University

EQ Coordinator r

Home Postings ~ Shortcuts ~

Postings / ... / Assistant Professor (Alternative Appointment Approved) / Applicant Review / Emily Rogers Recommend for Hire - EOC

| Job application: Emily Rogers (Faculty)

Current Status: Recommend for Hire - EOC Keep working on this Job
Application form: Alternative Appointment Request Application application

WORKFLOW ACTIONS

Recommend for Hire (move to

Full name: Emily Rogers Note: The EO Coordinator will review the hire request then _
Recommend for Hire - OEQ)

Address: move it forward to OEO for final review and approval.

EOC Returned to Applicant
Manager (move to EOC
Returned to Applicant Manager)

Username: erogers

Email: emailaddress@zed.zed
Phone (Primary):

Phone (Secondary)

Position Type: Faculty

Department: College of TMS
Training (0000)

Summary Documents Recommendations (0 of 0) History Reports

Colorado State University




AAR - Approved Recommend for Hire

Welcome, Emily Rogers My Profile Help @ logout

User Group:

OEO v

University

Applicants » Hiring Proposals ~ Onboarding Events ~
Postings / ... / Assistant Professor (Alternative Appointment Approved) / Applicant Review / Emily Rogers Recommend for Hire - OEQ Search Results: Previous
= Job application: Emily Rogers (Faculty) Take Action On Job Application v
Current Status: Recommend for Hire - OEO Keep working on this Job
Application form: Altf application
Note: OEO will review the hire request then move the applicant WORKFLOW ACTIONS
into the workflow state Approved Recommend for Hire. Approved Recommend for Hire

Full name: Emily Rog G rmE LT T

Address: Recommend for Hire)
OEO Returned to Applicant
Manager (move to OEO
Returned to Applicant Manager)
Username: Erogers 'u“-:‘i[h(:l’a‘.".'r'l dal A|Jp|itan["5

Request (move to Withdrawn at

Email: emailaddress@zed.zed ) )
Applicant's Request)

Phone (Primary):

. MOWVE DIRECTLY TO...
Phone (Secondary) ' !

Draft
Position Type: Faculty Under Review by
Department: College of TMS Dept/Committes

Training (0000) application Reactivated (MUST

be prior to full consideration
Summary Documents Recommendations (0 of 0) History Reports date)

Colorado State University




AAR - Approved Recommend for Hire Email Notification

Colorado State University

Hello Test User

Emily Rogers has been placed in the Approved Recommend for Hire status for the Assistant Professor position.

As the Hiring Authority you will need to start the Hiring Proposal for Emily Rogers.

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

For help drafting an Offer Letter, please view the templates listed on the Provost's website located here (Note: The templates are located halfway down the page under the

header 'Offer Letter Templates'): hitp://provost.colostate. edusfaculty-administrative-professionals/

Job Title: Assistant Professor
Position # 010003.0001

Posting #: 201800139F

Note: The Hiring Authority will receive an email stating that

Department: College of TMS Training ) i
the incumbent has been approved for hire in the system

Thank you, and that the Hiring Proposal may now be initiated.
Office of Equal Opportunity
oeo@colostate.edu
970-491-5836

fyou have an issue or questions please see our training website at hup://oeo.colostate edu/talent-management-system-tms or email OEO at oeo@colostate.edu

Colorado State University




AAR - Starting the Hiring Proposal

Welcome, Test User My Profile Help | logout

User Group:

Universiry

Hiring Authority v

Home Postings ~ Hiring Proposals ~ Shortcuts ~

Postings / .. / Assistant Professor (Alternative Appointment Approved) / Applicant Review / Emily Rogers Approved Recommend for Hire

™| Job application: Emily Rogers (Faculty)

Current Status: Approved Recommend for Hire * View Posting Applied To

Application form: Alternative W oreview Aoplicati
review Application

Note: The Hiring Authority will now be able to go into the
Full name: Emily Rogers incumbent’s job application to start the AP Hiring Proposal.

Address:

o Start Faculty Hiring Proposal

Username: erogers Note: For help completing the Hiring
Email: emailaddress@zed.zed Proposal, please see our step-by-step
Phone (Primary): - - guide located here:

Phone (Secondary):

Paosition Type: Faculty

Department: College of TMS
Training (0000)

Summary Documents Recommendations (0 of 0) History Reports

Colorado State University



https://oeo.colostate.edu/media/sites/144/2017/05/CSU-How-to-Initiate-and-Complete-the-AP-Hiring-Proposal.pdf

Need further help?

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

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

Colorado State University
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