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Making a hire out of a General Open Pool

The third and final step of the Open Pool process is to create a Secondary Open Pool Posting from an approved 
position description. Once the Secondary Open Pool Posting has been approved internally (not posted online), 
OEO will copy over the current applicant list from your General Open Pool Posting to the Secondary Open Pool 
Posting, ‘capturing’ the available applicant pool at the time of the open vacancy. 

Old Open Pool Process vs. New Open Pool Process: 

• Old: Previously, the Secondary Open Pool Posting was utilized by departments to submit their finalist 
interview requests, hire request, as well as create the Hiring Proposal for their top candidate. Interviews 
could only be performed AFTER the Secondary Open Pool Posting had been approved and the current 
applicant pool was copied over. One 

• New: Now, departments have the ability to conduct finalist interviews, PRIOR to creating the Secondary Open 
Pool Posting, as finalist interviews no longer need to be requested through the TMS. In using this process, 
departments will be able to submit their hire request immediately upon OEO copying over applicants to the 
Secondary Open Pool. This new process eliminates the finalist interview approval point as well as removing 
the time delay for when a department can begin reviewing applications and scheduling interview as there is 
now no need to wait for the creation and approval of the Secondary Open Pool Posting. The Secondary Open 
Pool Posting should now only be used to submit the hire request. 

The following guide will demonstrate the New Open Pool Process when creating a Secondary Open Pool Posting. 
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Creating a Secondary Open Pool Posting from a Position Description

1. Select the Applicant Tracking module by clicking 

the three dots in the top-left corner of the screen. 

2. Select Initiator from the 

User Group drop-down menu. 
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Creating a Secondary Open Pool Posting from a Position Description

1. Click on Postings in the menu across the 

top then select Admin Professional/Research 

Professional from the drop-down menu.
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Creating a Secondary Open Pool Posting from a Position Description

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

Posting button and the ‘Create New’ box will appear.  
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Creating a Secondary Open Pool Posting from a Position Description

1. Select Create from 

Position Description.



Creating a Secondary Open Pool Posting from a Position Description

Page 7

1. Choose your approved position description by 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 

Number field to search for the position description you wish to create the posting from. 

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

Shortcut: Hover over the Actions 

drop-down and select Create From 

to start the posting from the 

selected position description. 
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1. Review the approved position description to ensure that it is 

the correct version then click the Create Posting from this 

Position Description button in the top-right corner of the screen.
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1. Fill out the ‘New Posting’ settings page.

Note: These fields will auto 

populate with information from 

the position description. Please 

do not updated these if you 

have the ability to do so. 

Note: The Working Title will pull 

over from the approved position 

description. Please do not 

make any major edits to this 

field. You may fix spelling or 

grammatical mistakes or spell 

out abbreviations. 

Note: The Applicant Workflow 

should remain as ‘Under 

Review by Dept/Committee’. 
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Note: For Secondary Open Pool 

Postings, leave these three fields blank. 

1. Ensure that the Accept online applications box is checked. This allows 

the applicants to be copied over from the General Open Pool Posting. 

Note: You do not need 

to update this field. 

2. Ensure that the top box is selected. This 

allows the applicants to be copied over 

from the General Open Pool Posting. 

3. When ready, click Create New Posting to continue to the Posting Details tab.
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Note: After you click Create Posting, you will be 

taken to the Posting Details page. A lot of the 

information found on the Posting Details page will 

pull over from the approved position description 

(i.e. Classification, Position Number etc.). Some 

fields may or may not be editable by you. 
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Posting - Posting Details Tab (cont.)

1. Select Secondary Open Pool 

from the Search Process Type 

drop-down menu. 

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. 

2. Select an option from the 

Work Location drop-down 

menu to indicate if the 

position qualifies for remote 

or hybrid work flexibility. 

Note: The Promotional Announcement 

Additional Information field is only required 

for Promotional Announcement Postings.

Note: The Proposed Annual 

Salary Range will pull over 

from the approved position 

description. Please do not alter 

this amount. 
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Posting - Posting Details Tab (cont.)

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. 

2. Enter the position's supervisor 

and their working title. 

Note: The Description of Work 

Unit will pull over from the 

approved position description. 

You can edit this field if needed. 

Note: The Position Summary 

will pull over from the approved 

position description. 
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Creating a Secondary Open Pool Posting – Posting Details Page

Note: All of these fields will pull 

through from the approved 

position description. Please do 

not update them. 
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1. Select either Yes or No from the 

Is this a Research Professional 

position… drop-down menu. 

Please review the help text below 

the field to help determine which 

option to select. 

Note: Because Secondary Open 

Pool Postings are not posted to 

the CSU Jobs Website, all of 

these fields may be left blank.

Note: The Working Title will pull 

through from the position description. 



Creating a Secondary Open Pool Posting – Posting Details Page

Page 15

1. In the Recruitment Plan field, 

delete the four auto populated 

venues and enter the Posting 

Number of the General Open 

Pool Posting from which OEO 

will be copying over applicants. 

Note: You do not need 

to update or add content 

to these three fields. 
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Note: You may 

skip these fields. 
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1. Copy and paste a required 

Diversity Statement into the 

field above. 

2. Enter a required Search 

Contact. Name only is OK.

3. Select an EO Coordinator. 

Multiple EOC’s may be 

selected.

4. Select an Applicant 

Manager. Multiple Applicant 

Managers may be selected.

5. When ready, click Save.
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1. After saving, the system will take you to the 

top of the Posting Details page. From here, 

navigate to Applicant Documents section by 

selecting the tab on the left side of the screen. 

Note: You may skip all of these sections when 

creating a Secondary Open Pool Posting. 
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Note: You will need to select the same applicant documents in the same order

that they were selected on the General Open Pool Posting. If the same documents 

are not selected on the Secondary Open Pool Posting, the uploaded applicant 

documents will not transfer when OEO copies over the applicants. 

Note: You can reorder the documents by typing in 

a number in the Order box OR by dragging and 

dropping the document into your desired order. 

1. When complete, click Save. 



Creating a Secondary Open Pool Posting – Search Committee Page

Page 20

Note: Use the Search Committee page to list the individual(s) who actively reviewed the 

applicants and conducted the interviews. Typically this is the PI of a lab. The selection 

made on this page will serve as a record to document who made the hiring decision. 

1. To add a committee member, 

select Add Existing User. 

Note: Under the new open pool process, applications are reviewed and interviews are conducted prior to 

creating a Secondary Open Pool Posting. Because of this, departments may request to add a search 

committee member to the General Open Pool Posting at any time. Adding an individual as a committee 

member on the General Open Pool will allow that person to review the applications to determine who to 

interview prior to the applicants being copied over to the Secondary Open Pool. This is an optional choice.   
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Note: Search for committee members using 

their email address. This guarantees that the 

correct committee member is being selected. 

1. Click the Add Member button next 

to the name of the individual you 

wish to add. Then click Close.
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1. Once you have added 

the search committee, click 

on References from the left 

side menu. 
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Note: On the References page, 

ensure you select the same 

minimum and maximum numbers 

of references selected on the 

General Open Pool Posting to 

ensure applications are copied 

over correctly.  

1. Enter the same minimum and maximum 

numbers from the General Open Pool Posting. 

2. When ready, click Next. 
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NOTE: Use the Posting Documents tab to upload the applicant screening tools for the pool. 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 Secondary Open Pool Posting. 

1. To upload a screening form, hover 

over the Actions button and select 

Upload New from the drop-down menu.  
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1. To upload a document, click 

Choose File. 

Please note, depending on 

your web browser, this button 

may be labeled as Browse. 

2. Locate the file on your 

computer then select Open.

3. When ready, click Submit.
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Note: A banner across the top of the page will 

let you know that the upload was successful. 

Note: The system automatically 

converts all documents to PDFs. 

1. When all screening forms have 

been uploaded, select Summary 

from the left side menu.
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(from Initiator to EO Coordinator)
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2.  You may add relevant 

comments for the EO Coordinator

in the optional Comments box. 

When ready, click Submit. 

 

1. Once you have sufficiently reviewed the posting and are 

ready to move it to the EO Coordinator for review, hover 

over the Take Action On Posting button and select Standard 

Search Process / AAR (move to EO Coordinator Review).

Note: Promotional Announcement (move 

to OEO Promotional Announcement 

Review) workflow should only be selected 

if you are creating a Promotional 

Announcement posting in the system. 
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1. Once the EO Coordinator has sufficiently reviewed the posting and is 

ready to move it forward to the Hiring Authority for review and approval, they 

will hover over the Take Action On Posting button and select Standard 

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

2. The EO Coordinator may add any 

relevant comments in the optional 

Comments box. When ready, they 

will click Submit.
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(from Hiring Authority to OEO)
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2. The Hiring Authority may add 

any relevant comments for OEO.  

When ready, they will click Submit.

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).
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Note: After OEO has reviewed the Secondary Open Pool Posting request, 

they will move the posting into the workflow state ‘Approved – Internal’. 

At this point, OEO will copy over the current applicant list from the General 

Open Pool into the newly approved Secondary Open Pool. 
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Email Notification to the Applicant Manager

Note: The Applicant Manager will receive an email notification 

from the system once their Secondary Open Pool Posting has 

been moved into the workflow state ‘Approved – Internal’. 
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Note: Once the posting has been approved ‘internally’ and the applicants from 

the General Open Pool Posting have been copied over, the Applicant 

Manager will navigate to the Secondary Open Pool Posting to begin the 

process of moving applicants into different workflow states. 

1. As an Applicant Manager, navigate to the Secondary 

Open Pool Posting and select the Applicants tab. 
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Note: Once on the Applicants Tab, the Applicant Manager will be able to see the applicant’s 

copied over from the General Open Pool. In this example, there are currently 60 active 

applicants. Because applicants have already been reviewed and interviewed prior to them being 

copied over to the Secondary Open Pool using the New Open Pool Process, the Applicant 

Manager can submit their hire request, AFTER they update everyone else’s workflow state. 

1. Before submitting the hire request, the Applicant Manager will need to 

transition applicants who did not meet the minimum qualifications for the 

Research Associate II level into the workflow state ‘Determined did not 

meet min quals’. To bulk move these applicants (transition at the same 

time), check the boxes next to the names of the appropriate applicants. 
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1. Once all applicants who did not meet the minimum qualifications for 

the Secondary Open Pool position are selected, hover over the Action 

button and select Move in Workflow under the Bulk sub header. 
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1. On the next page, select ‘Determined Did Not Meet Min 

Quals’ from the Change for all applicants top drop-down menu. 

When ready click Save Changes at the bottom of the page. 

Note: Using the top drop-

down menu will change 

the workflow states for all 

applicants on the page. 
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1. Now it’s time to move the applicants who met the minimum 

qualifications of the Secondary Open Pool position but did not progress 

to a finalist interview. Check the boxes next to the appropriate names. 

Note: The system will take a few seconds to finalize the transitions. Click your 

browser’s refresh button to view the results. Notice that there are now only 40 active 

applicants as ‘Determined Did Not Meet Min Quals’ is an inactive workflow state. 

2. Hover over Actions and select Move in Workflow. 
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‘Application Reviewed, Not Selected’
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1. On the next page, select ‘Application 

Reviewed, Not Selected’ from the Change for 

all applicants top drop-down menu. 

2. Select a Reason from the drop-down 

menu and enter an optional Explanation. 

When ready, click Save Changes at the 

bottom of the page. 
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1. Now it’s time to move the candidates who were interviewed 

for the Secondary Open Pool position but did not receive a 

job offer. Check the boxes next to the appropriate names. 

Note: Notice that there are now only 6 active applicants as 

‘Application Reviewed, Not Selected’ is an inactive workflow state. 2. Hover over Actions and select Move in Workflow. 
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1. On the next page, update each 

candidates workflow individually to ‘Open 

Pool – Finalist Interviewed, Not Selected’. 

2. Select Other from the Reason drop-down 

then enter a rationale in the Explanation box, 

explaining why the candidate is not the top 

choice for this position. When ready click 

Save Changes at the bottom of the page. 
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Applicant Manager – Submitting the Hire Request

1. Once all other applicants/candidates have 

been transitioned into final workflow states, 

click on the requested hire’s first name. 

Note: Notice that there is now only 1 active applicant as ‘Open Pool 

– Finalist Interviewed, Not Selected’ is an inactive workflow state. 
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1. While in the candidate’s job application, hover over the 

Take Action On Job Application button and select 

Recommend for Hire – EOC (move to Recommend for Hire –

EOC) near the bottom of the drop-down list. 

Note: To ensure that this individual (hire) does not get copied 

over to any future Secondary Open Pool Postings, navigate 

back to the General Open Pool Posting and transition this 

candidate into the workflow state Hired for Pool Position.  
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1. In the pop-up box, select Other 

from the Reason drop-down menu 

then enter in a detailed rationale for 

the request. Ensure you mention 

somewhere in your rationale that an 

interview was conducted to alert OEO 

that an interview took place outside 

the TMS. If this individual has 

previously worked for the department 

and no interview was conducted as 

they have already previously been 

vetted, be sure to mention this. 

2. When ready, click Submit. 
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1. The EO Coordinator will review the 

hire request then transition it forward 

to OEO for final review and approval.  



OEO – Final Approval 
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1. OEO will review the request and if 

everything looks good, transition the 

candidate into the workflow state 

Approved Recommend for Hire. 
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Note: Once the hire request has been approved, the Hiring 

Authority will receive an email alert from the system. At this 

point, the Hiring Authority may start the process of creating 

a Hiring Proposal. For additional help on how to start the 

Hiring Proposal, please see the Hiring Proposal guide. 

https://oeo.colostate.edu/media/sites/144/2017/05/CSU-How-to-Initiate-and-Complete-the-AP-Hiring-Proposal.pdf
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Please visit the Talent Acquisition website 
for more resources on the CSU Talent 

Management System (TMS) at: 
www.oeo.colostate.edu/talent-

management-system-tms 

For additional help, contact 
Talent Acquisition at:

(970) 491-5836
or

email TA at hr_ta@colostate.edu

Need further help?

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



