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Creating a Job Opening
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Greetings:
Welcome to Creating your Job opening Power Point Presentation. Please following the following
path for logging into the PeopleSoft System.
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PORTAL AND WEB SERVICES

Departments Directory

PAWS > pub > Apps_Tools

Health System Applications
Aftendance Tracking
Attending Finder
CarpoolConnections
CDM Reference
CDM Request Form
CERMe
ClS Issue Log
Citnx Portal Access
Employment Opportunities
EP3 emgioyes Patient Pasing)
Faculty List Online
GRMC Catering & Floor Stock Ordering
and Terrace Cafe Menu
GRMC Employee Self Service
GRMC OnCall
GRMC OnCall Manual

FoT =10 Foa B - T

Apps & Tools

GRU | GRHealth

Events Mews

University Applications

Campus/USAMobility Paging

Crystal Reporis

Echo360 (faculty use only)

GoVIEW (CERM_PNUR)

GRU Alert

Health eShop

JagCard

JagStore

(submit course materials)

oneds

PeopleSoft Financials
(CPeopeson fRus )

Pounce

Pulse

SoftServ
Training/Orientation
Verizon Wireless Paging
Workforce Leamn Online

Search this sile

GRMC Policies/Plans Need Help?

PeopleFinder is on the home page of PAWS

Enterprise Applications

Complete Annual Training & Compliance
Cyber Anatomy

Cyber Science 3D

Desire2Learn

Facuity List Online

Greenblatt & Reese Libraries

HIPAA Disclosure Log

Live Chat with IT Service Desk

Outlook Web Access

Room and Event Scheduling

Security Authority (SA) Request for NetiD
Submit a request to ITS

Who is MY SA?

Workforce Learn Online

These links are for systems

that are NO LONGER USED,

but remain available for

historical reference only.
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I Log in using your GRU NetlD and

OR ACLE' Password. This would be the same ID

and Password that you use to log into

PEOPLESOFT ENTERPBISE

Outlook.

User ID:
Espariol
Password: Deutsch
Francais du Canada
Sign i taliano Magyar
Nederlands Norsk
Polski Portugués
Suomi Svenska
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Once you log into the system: Go to Main
Menu>Recruiting>Create New Job Opening
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OR vyou can go Under the My Job Openings category, select Create Job Opening
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GRU

Favgr'rtes MainvMenu » Recruiting » Create New Job Qpening

Create New Job Opening

Enter Primary Job Opening Information

Select a Job Opening Type, Job Famity and any other information yvou requirs to create a Job Opening. Select
Continue once you have entered all required information.

Opening Information &

Job Opening Type: | Standard Requisition w |
Business Unit: | GRU Business Unit v|
Position Number: | &
Job Code: | Q
Posting Title: |

e

Enter the appropriate position number OR click on the magnifying glass to the
right of the field to bring up a list of positions for the department.

GEORGIA REGENTS UNIVERSITY
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GRU

Favorites Main Menu > Recruiting »> Create New Job Opening

Create New Job Opening

Enter Primary Job Opening Information

Select a Job Opening Type, Job Family and any other information you reguire to create a Job Opening. Select
Continue once you have entered all required information.

Opening Information €

Job Opening Type: | Standard Requisition v|

Business Unit: | GRLU Business Unit v|

Position Number: 00000030| Q. DOffice Specialist

Job Code: Position Number Description Job Code
00000030 Office Specialist 510X03

Posting Title: |Cfice Specialst

| Continue |

Return to Manager Dashhoard

Once you have selected the correct position number and it appears in the
Position Number field, select the Continue button to proceed to the next
screen.

GEORGIA REGENTS UNIVERSITY
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Look Up Position Number

Search by: |Pesition Number |+ begins withf

- LookUp || Cancel ]Ad\ranced Loakup

Search Results

Only the first 200 results can be displayed.
100 First [§] 1-200 of 300 [3] Lastl
Position HumbADescrimion Job Code
00000003 dministrative Assistant 2 505X02
00000004 Manager, Facilities Senices 315X56
00000005 IMaintenance Supervisor TFO0X12
00000008 Maintenance Supy-Bldg Mntc Trd  |700x11
00000007 IMaintenance Supervisor TFO0X12
00000008 Facilities Maintenance Spec 3 710X03
00000009 Locksmith T10X71
00000010 Fainter 71012
00000011 Facilities Maintenance Spec 2 710X02
00000012 Facilities Maintenance Spec 2 710X02
00000013 Painter 710X12
0oooo014 Facilities Maintenance Spec 2 710X02
00000015 Facilities Maintenance Spec 2 710X02
00000016 Facilities Maintenance Spec 3 710X03
00000017 Fainter T10X12
00000018 Fainter 71012
00000019 Fainter T10X12
00000020 Facilities Maintenance Spec 3 710X03
00000021 Fainter T10X12
00000022 Fainter 71012
00000023 Grounds Foreman 800x02
00000024 21011

To pull up the appropriate
position number, either
type the number into the
field box to the right of
‘Search by.’

OR

Select the position number
from the Search Result
options

Gronnds Keener

GEORGLA REGENTS UNIVERSITY
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GRU

Favorites |
Opening Information

Job Opening Type:
Created By:
Created:

*Openings to Fill;
Target Openings:
Available Openings:
Establishment I1D:

Business Unit:
Position Humber:
Job Code:
Company:
Department:

Location:

Recruiting Location:

Main Menu > Recruiting > Create Mew Job Opening

Standard Requisition

[ooo7z1 @
[o3izarz014 [[H)
| Limited v |
| 1
| 1

[120

12000 a,

[oooooo3o Q
510X03

[120 aQ,
[20000022 aQ

120 3,
1

aQ, Georgia Regents University

GRU Business Unit

Office Specialist

Office Specialist

Seorgia Regents University
Bldg Maint-\Wark Magmt Ctr
Georgia Regents University

Georgia Regents University

Add Additional Locations

Status Code: 005 Draft
Enter both the Status Reasomn: | Mew Position v|
Desired Start Date Status Date: aesEnis
. . Desired Start Date: | 4 )
and PrOleCtEd FIII Encumbrance Date: v|
Date fields Projected Fill Date: | =)
Date Authorized: | El
., Referral Program ID: V|
Note: These dates can be .~ v

the same

GRL

GEORGIA REGENTS UNIVERSITY
AUGUSTA

Employees Being Replaced

Personalize | Find | ] ===

Empl ID
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GRU

Favgr'rtes ¢ Main Menu > Recruiting » Create New Job Opening

Busine:ss UniE [12000 W GHU Husiness Unit
Position Number: 00000030 Q. Office Specialist
Job Code: B10X03 Dffice Specialist

Company: IW—C{ Georgia Regents University
Department: WQ Bldg Maint-Work Mgmt Ctr

Location: 120 Q. Georgia Regents University
Recruiting Location: 1 Georgia Regents University

Add Additional Locations

.. . . Status Code: 005 Draft
If thlS JOb Openmg IS Status Reason: |New Position v|
being created to Status Date: 03/28/2014
rep|ace a current Desired Start Date: 04/21/2014 |[5
Encumbrance Date: | b |
employee' enter the Projected Fill Date: 04M6/2014 |[5
name of the Date Authorized: B
individual in this Referral Program ID: v
. Recruitment Contact: W |
section.
Personalize | Find | B | % First K 4 or 1 D Last
Click on the | o
magnifying glass icon
t ” th Add Emplovees Being Replaced
O pult u e
. dp d pl Job Opening Details Screening Team Posting
inaiviaual.
: Save & submit Save as Draﬂ:: Cancel Previous Step  [Next Step




Bypass the Screening tab and move onto setting
up the Team tab

NOTE: HR will complete the screening tab.
Do not enter any information into these fields.

ﬁSaue Eﬁclnne @}Emeate Mew Previous Job Opening |Mext Job Opening |Job Opening List

' Manage Applicants | Find Applicants | Activity & Attachments | RS0 8] b RIS

Job Opening Detailg

Job Opening Type: Standard Requisitian

Created By: |UDD?‘21 2, Angelia Compton

GEORGLA FRGENTS SrvRrTY
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For Staff

Positions: Select
ADD RECRUITER to
assign your Recruiter
to this job opening.

NOTE: Itis required
that your Recruiter be
added here so as not
to negatively impact
the approval process.

Insert the HIRING
MANAGER;

And those who will be
assisting with
INTERVIEWS

GRU

Favarites Main Menu > Recruiting > Create New Job Opening

" Job Opening Details || Screening " Posting

Assignments €

Teo azzign a Recruiter to the Job Opening zelect the Add Recruiters hyperlink. To add a Ry
containing one or more recruiters, to the Job Opening select the Add Recruiter Team hyps

Add Recruiters

To a==ign a Hiring Manager to the Job Opening =elect the Add Hiring Managers hyperlink.
Manager Team containing one or more hiring managers to the Job Opening select the Adg Display Hame: paging with »
Team hyperlink.

Hiring Manager € LookUp | Clear | Cancel Pasic Loobup
Mo Hiring Managers have been added ta this Jokh Cpening

Search Results
View 100 First [g] 1or1 [§] Last

To azsign an Interviewer to the Job Opening select the Add Interviewsrs hyperlink. To ad Emelil Fest Name Last Name Diapley Name
Interviewers select the Add Interviewer Team hyperlink. 0185820 Rebeccy Henberg Rebeccy Hegberg

Interviewers €
Mo Interyjewers have been added to this Job Cpening

Add Interviewer Team

Look Up Recruiter ID

Emipd 10z 'ne.:ms with el
First Name: beging with '~

Last Namw: bagins with | Herzberg

Add Hiring Manager Team

Add Hiring Managers
I

Add Interviewers

To add an interested party to the Job Opening select the Add Interested Parties hyperlink. To add a group of
interested parties =elect the Add Interested Parties Team hyperlink.

Interested Party &

Mo Interested Parties have been added to this Jok Cpening
[+ Add Intereste% Add Interested Parties Team

v
Job Opening Details Screening Team Posting
g —

Save & Submit | Saueasl]raﬂ“ Delete | Previous Step  Mext Step

GEORGIA REGENTS UNIVERSITY
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Favortes  ManMenw » Recuing » Find Job Openings

Find Job Opening

Job Opening

& Prnt Jo& Opening

Posting Tige: fagistam Frofessor Job Openng i: 299052
Job Opening Status:  010-Cpen Job Type: Hlandard
Job Tde: izsistan] Professor Job Code: 202%DD
Posision Mumbsr: DDIBE4T Azsicfand Professer

Businass Onit 12000 GRLU Business Lint

Wooe Woone [Fosamien  Prvious Job Opening |Me Job Dpaning | Jsb Opening List

Mznage Appicantz  Find Applicants Acthily & Afachments  ERERG T LT

Job Diperting Detalls Screaning Team Jots Pusting Datais Approvals

To eessign & Aecruler i 1he Job Opeeing seiet e Add Recrelers hyperink To 884 & Recruler Team,
OIS (e BN M0E PECTUBSME. 0 e Jab Opsaig saiech the &80 Aecrulier Team yperiak
(Recrsters @ ]
W

Recruder i Primary
1 aurie Buzh 0, gozEx H @
[ioed Thurmand 0, 01607 o @
Pafrida Hams 0, 021578 o (@

|+! 451 Recnters E Add Reonules Team

To zsign a Hiing Manager |z the Job Ozening selec] the Add Sireg Wanagen dypering. To add a Srimg
Saaager Teare carisning ¢re or mare himmp reanapes. W ke Jab Opeaing seiect the Asd Hirng Marager
Tisam byperink

Hinng Managers i)

Wore | Workks || AfdbmFwerdes | Signod

For FACULTY POSITIONS: In the
“Recruiters” Section, Click “Add

Recruiter Team”

V (1001) Faculty Support
Services”, V Ok and V the box -
beside your recruiter’s name.

(FSS Team members: Laurie
Bush, Joni Thurmond & Patricia

Harris)

g

fae -

GEORGLA FRGENTS SrvRrTY
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GRU

Favarites | Main Menu > Recruiting > Create New Job Opening

T I T T R L L TR T L eV I R Y

containing one or more recruiterg, to the Job Opening =slect the Add Recruiter Team hyperlink.

*Hame Recruiter ID Primary
[Rebecca Herzberg Q@ 016830 m
Add Recruiters Add Recruiter Team

To asz=ign a Hiring Manager to the Job Opening =elect the Add Hiring Managers hyperlink. To add a Hiring
IManager Team centaining one or mars hiring managers to the Job Opening 2<lect the Add Hiring Manager

Team hyperlink.

Hiring Managers €

*Name Manager ID Primary
[Angelia Compton Q@ 000721 ]
Add Hiring Managers Add Hiring Manager Team

To a==ign an Interviewer to the Jeb Opening select the Add Interviewers hyperlink. To add a team of
Interviewers gelect the Add Interviewer Team hyperlink.

Interviewers

*Name Interviewer ID
[Ann Gambill G, 001279 i}
Add Interviewers Add Interviewer Team

To add an interested party to the Job Opening zelect the Add Interested Parties hyperlink. To add a group of
interested parties =2elect the Add Interssted Parties Team hyperlink.

Interested Party €
Mo Interested Parties have been added to this Job Cpening S .
elect Posting

Add Interested Parties Add Interested Parties Team _—
_— d
/ to procee
Job Opening Details Screening Team
| — |
) ) ; Page 4'
. Save & Submit | Save as Draft  Delete Previous Step  Next Step

GEORGIA REGENTS UNIVERSITY
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GRU I

Favarites Main Menu » Recruiting > Create Mew Job Opening

Create New Job Opening

Job Opening

Posting Title: Office Specialist Job Opening ID: 1000143
Job Opening Status: 005 Draft

Job Title: Office Specialist Job Code: 51003
Position Number: 00000030 Office Specialist

Business Unit: 12000  GRLU Business Unit

. Save & Submit || Save as Draft || Delete | Previous Step  Mext Step

" Job Opening Details | Screening | Team

Select Add Job

H 1 Select Add Job Posting= to add a new po=ting. To delete an exizting posting 2elect the delets icon againzt the
POSt’ngs to begln posting you wizh to delste.
creating the Job Postings @
posting for the Postings Primary Posting Title
job board
Add Job Postings
Job Opening Details Screening Team Posting

. Save & Submit || Save as Draft || Delete |

GEORGIA REGENTS UNIVERSITY
AUGUSTA
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GRU

Favorites | Main Menu » Recruiting » Create New Job Opening

Job Opening
Posting Information

Job Postings &
Posting Title: |Oﬂ'|ce Specialist

Job Descriptions &

Find First &I 1 of 1 I Last

*\isible: ﬁl
Description Type: External Only
Description ID: Internal Only
o ernal and Exernal k¥
Description: cfE [Q & | 5o Wm | e o~ (b owe | [E A E & E O |
! Farmat J Fant J Size J B I U =k ]
E E E E = GE | A.- A~ | =

Choose appropriate selection from Visible dropdown menu:

Internal Only: Qualified Internal Candidates (QIC)

External Only: Posting only visible on external job board
GE-UHEHHEGEN'ELFHW!WTT
GR AUGUSTA

Internal and External: Posting visible on both internal and external job boards



Under GRU

Description Favgrr'rtes Main‘l'ﬂenu » Recruiting > Create New Job Opening

Type, select and Job Opening

complete the  Posting Information

following Job Postings @
optionS: Posting Title: |Oﬂ'||:e Specialist

Find First BN 4 of 4 13 Last

QIC Statement s sl ans Siang é\ 1]

(if applicable) *Description Type: (iélosing Statement

Description ID: iConditinns of Employment
Minimum Description; igredl::d CEECR - t SlmE & &k 0 | ¥
. Driver's License Statemen
Requirements EEquaI Employment Opportunity I 81U
- GA Defined Contribution Plan _ =
Preferred (If Ioh Information
applicable) Minimum Requirements
Org Marketing Statement
Responsibilities Other Information
PostDocStatement
[Preferred
*Your Recruiter will Public Safety Statement
add the other [Qualified Internal Candidate
required categories to Repost

the posting. wm_l J




For Faculty:

U n d e r w e | Wortsl | sadtaravortes | Sgeowt
Description |~ " e e 2w B B8
Job Orpening
Type, select & | Fosung information
w0
complete the | s
. [ o Descrpsons =
following e |Closing Statement o
g . "escronen e | Concitions of Employment
OpthnS. x::m Credtt Check .
QIC Statement (if |
applicable) Brvers Lcanss ..lfii'lﬂﬂ‘
Equal Employment Opportunity
. iGA Defined Contribution Plan
Job Information | GCHC AAEEO/Condition Statement
I How To
(responsibilities) Hmm mﬁ ]
Department |m1;rni? jﬁh‘ :
Marketing | PostDoc Statement
Statement (if . ;:;‘";‘;{ commet | es— o
applicable) S SY P L far| Ao
Minimum Responsibiities
R . Shift'Salary
equirements Who May Apply
*Faculty Support )

Services will add the
other required
categories to the
posting.

GEORGLA FRGENTS SrvRrTY
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GRU

Favarites Main Menu > Recruiting > Create New Job Opening

Posting Title:  |Office Specialist

Job Descriptions & Find First B! 4 of 4 I3 Last

*\fisible: | Internal and External v | i}

*Description Type: | Equal Emplayment Opportunity v|

Description 1D: | EED Sttt " |

Description: B RAlda BEles B8 0 3
 Fomat | Nomal | ~| Fant| - see| |-l B I U e

Georgia Regents University of Augusta is an equal emplovment, equal access, and equal
educational cpportunity and affirmative action institution. 1tis the policy of the University to
recruit, hire, train, promaote and educate persons without regard to age, disahility, gender,

To add another national origin, race, religion, sexual orientation or veteran status.
posting category,
select Add Posting
Descriptions

= = = 4E | AL nvl "

N

—, ‘\
[¥]Add Posting Descriptions )

[ O
ob Posting Destinatio ? erzonalize | Find 0

GEORGIA REGENTS UNIVERSITY
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JOB POSTING TIP: As you are finalizing your Position
Classification form and your job posting, ensure that you
are also listing the expected goals and objectives needed
for this position. Job Postings are also an avenue to
ensuring candidates understand the expectations
necessary. The items/responsibilities which the individual
will be accountable for should be listed on the job posting
as well as during the screening process.

GR' l GEDRGLA REGENTS uuwmnw
U G




The Job Posting
Destination
portion will be
completed by HR.

Please leave these
fields empty.

Select Preview
once you have
added your Posting
Descriptions.

GRU

:a\.fu:ur'rtesg Main Menu > Recruiting > Create Mew Job Opening
LIS oL U PEr | S of 5= = b

| A | = B L s 12 =

|j Sizel_lj B I U EHE]

Farmat | MHarmal |j Font |

[l
1]
J
|
[

o .l\'l =

administrative support experience.

Candidate must have HS diplomal/GED and the minimum of four years of professional

[4]Add Paosting Descriptions
[

Job Posting DeSsuiiw..

Belative Open

*Destination *Posting TYp

Personalize | Find 1 B8 © 77 i q0f1 1 Last

Posting Duration
(Days)

Remove Date

|




GRU

Favorites - Main Menu > Recruiting > Create New Job Opening
Job Description

After reviewing your posting,

. Job Title: Office Specialist

select Return to Previous Page JobID: 999999999999909
Location: Georgia Regents University
Full'Part Time: Full-Tirme
RegularTemporary: Regular

Helurnto

Switch to Internal View

Minimum Requirements

Candidate must have HS diploma/GED and the minimum of four years of professional administrative
support experience.

Conditions of Employment

All candidates are required to successfully pass a Background Check review. For specific positions,
the final candidate may be subject to a (pre-employment) credit check.

Equal Employment Opportunity

Georgia Regents University of Augusta is an equal employment, equal access, and equal educational
opportunity and affirmative action institution. Itis the policy of the University to recruit, hire, train,
promote and educate persons without regard to age, disability, gender, national origin, race, religion,
sexual orientation or veteran status.

Return to Previous Page Switch to Internal View

Personalize | Find

Relative Open Posting Duration

(Days)

04/02/2014 5 @
Approve Dt »| 03/28/2014 04/0

FE]Add Postng Destnations Select OK once ready to
proceed

*Destination Pogt D=t

Internet Exernal

Internet

ove Date

nternal v




Completion of the Job Posting

Once you have completed your job posting, any
editing will need to be completed by the HR
Talent Partner/HR Representative with Talent
Acquisition (Staff) and Faculty Support Services

(Faculty).

GRI' GGGGGGGGGGGGGGGGGGGGG Y
AUGUSTA



U

Fa*.fnr'rtesg Main Menu > Recruiting » Create New Job Opening

Select Save & Submit

once ready to Create New Job Opening
proceed with the ]
approval process Job Opening
OR Posting Title: Office Specialist Job Opening ID: 1000142
Select Save as Draft Job Qpening Status: 003 Draft
to save and return to Jﬂb.T.|tIe. Office Specialist Job Code: 510%03
Position Number: 00000030 Office Specialist

this posting when

Business Unit: 12000 GRLU Business Linit
ready

Save & Submit _|-Save as Draﬂ:: Delete Previous Step  Mext Step




GRU

Favorites | Main Menu > Recruiting > Create Mew Job Opening
- H - -

Create New Job Opening

Job Opening Click on the Approvals tab to

& Prnticb O confirm that your job opening
Posting Title: Office Specialist Job Opening IC
Job Opening Status: 006 Pending Approval has been routed Correctly AND
Job Title: Office Specialist Job Code: . .
Position Number: 00000030 Office Specialist to add the budget |nf0rmat|0n
Business Unit: 12000 GRU Business Unit

Frevious #te

Job Opening Details Screening Team Fosting ﬁggrovals\
—— J

Job Opening Details Screening Team Posting Approvals

Supervisor/Recruiter Grp Aprv

Enter BUdget = Job Opening:Pending
Information in the Routing for taft
Comments Sectio n: Pending Mot Routed Not Routed Mot Routed
. =, Multiple Appravers o = Rebecca Herzherg
@ Hiring Manager Paan Supervizor _E_’ Budget Approvers _E_’ TANM HR Azsziztant _E_’ Recruiter Group —E
CFC String
Comments Text: CFC:
Total Amount Funded 20040 30900040 17100 64022 MCGHI07425 5.00% $4,162.20
10000 309010HS 17100 11000 95.00% $79,081.81
Amount for Fringes Fringes $27,470.52
Job Opening Details Screening Team Posting Approvals
Save | Previous Step  Next Step

GEORGLA FRGENTS SrvRrTY
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Job Opening Details | Screening | Team | Posting |00 c 00

Supervisor/Recruiter Grp Aprv

= Job Opening:Pending

Routing for Staff
Pending Not Routed Not Routed Not Routed
e = Multiple Approvers I o Rehecca Herzherg
T —— = e — =)
@ Hiring Manager Posn Supervizer _E_’ Budget Approvers _E_" @ TAN HR Aszsiztant _El_.' Recruiter Group —E
Comments Text: CEC:
20040 30900040 17100 64022 MCGHI07425 5.00% $4,162.20
10000 309010HS 17100 11000 95.00% $79,081.81
Fringes $27,470.52

Job Opening Details Screening Team Posting Approvals

Save Previous Step  Mext Step

To add an approver to the Routing process, click on the green
plus sign in front of the Budget Approvers and select the
individual to add.
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FACULTY INSTITUTIONAL ROUTING PROCESS:
This will be the normal institutional approval process.

Departments will need to insert the appropriate individuals within each college.

Supervisor/Recruiter Grp Aprv
= Job Opening:Approved () Viewiide Comments
Routing for Faculty
Approved Admin Approved ' Approved Approved Approved
Kelly Callaway ' Thomas Norhutt | Carol Rychiy Grelchen Caughman |, , PalicaHams |
f (GRU Job Opening Sec Authority = " Budget Approvers = " GRU VP A4 for AWE — " GRU Provest for AWE = " Recruter Group
04728114 - 12225 P 042814 - 1:50 PW 04728114 - 1:55 FW (42814 - 157 P D484 - 215 PH
v Comments
Status: Select.. v
Comments Text:

CFC:

20040 30900040 17100 64022 MCGHI07425 5.00% $4,162.20
10000 309010HS 17100 11000 95.00% $79,081.81
Fringes $27,470.52

Job Opening Details Screening Team Job Posting Details Approvals
Manage Appiicants | Find Appiicants | Activity & Attachments | Job Opening Details

@S¢ EpClone [EFCreateNew Previous Job Opening [NextJob Opening |Job Opening List
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Points of Contact

o System Access Inquiries: Sharri Peck

e Faculty Support Services: Laurie Bush, Cathy
Carver-Parker & Rani Bhatt

* Executive Recruitment: Carolyn Burns, Sharon
Wingard & Sherena Hobbs

o Staff Recruitment: Dena Pickett, Jacob Usry,
Toneshia Rickerson, Veeta Perry, Anna Bone,
Susan Reynolds, and Becky Burke
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