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Job Requisition Approval
Concept

Hiring Managers can follow these procedures to approve, deny and push back job
requisitions in the HCM Careers system.

Procedure

)| @ witps:/imail google.com/ mailfufO/iehyas 1 #seareh/junanda/i3ach3caz25a750
& W Approvalis Requested .. % ||

x @jConvert + [ Select

5 [ help.case 2 Google | CWRU Links v [ Webmail o v [ dm v Pagew Safetyv Tookw @
+Juli Search Images Mail Drive Calendar Sites Groups Contacts More -
s
\;Si’:gqrznn “ 0 + Share /‘ hd
ESERVE .
URnvizsiTy
Mail ~ “ (] (] Move to Inbox LY More 40f9 < > o
FW: Approval is Requested for Job Opening (3203) Department Assistant 1 inbox » = 8 1
Inbox 12118112 -~
Sent Mail
Drafts
Spam
R Subject: Approval is Requested for Job Opening (3203) Department Assistant 1

A Job Opening has been entered which requires your attention

Job Opening ID: 3203
Posting Tile:  Depariment Assistant 1

To view this Job Opening, visit:
https:ifhem.case edu/psphemprd/ EMPLOYEE/HRMS/c/HRS HRPM HRS JOB_OPENING.GBL ?Action=U&HRS_JOB_OPENING_ID=3203

Step | Action

1. When a job requisition is submitted for review, workflow approvers will
receive an email notification from the HCM system. This email will
provide the Job Opening ID number, Posting Title and a link to
view the job requisition.
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Step | Action

3 Recruiting

Approvers can also access requisitions awaiting approval from the
HCM Main Menu. Click the Recruiting link.

| =] Pending Approvals |

Click the Pending Approvals link.
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3 @ hitps://hcm.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/HRS_HRUE.HRS_RECRUIT_CONSOL.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_RECRUIT_EMPLOYEE.HC_HRS_RECRUIT_CONSOL_GB 20 ~ & ¢ X [T} ﬁ {‘2}

(= Inbo 92@case,edu & Pending Approvals g™
File Edit View Favorites Tools Help
% @jConvert ~ [Select
& [ help.case #J Google | CWRU Links ~ [ Webmail B~ B -~ @ v Page Safety~ Toos~ @<
WA CASE WESTERN RESERVE
UNIVERSITY ~ porad
= Home | AddtoFavorites | Sign out
Favorites | Main Menu > Recruiting » Pending Approvals
I New Window (D Help [ htp =
Pending Approvals
Pending Approvals customize | View A1 B First 440 o110 7 ast
IDHbr  Sender Receiveda  Subject Department  Description
=1 3044 10/04/2012 Job Approval Staff Architect, Planner 271531 Campus Plan Facilities Mgt
B 3128 111212012 Job Approval Farm Associate 271903 Squire Valleevue Farm
] 3135 The name ofthe person 14/20/2012 | Job Approval-Medical Image Analysis 393100 Biomedical Engineering
who created the =
requisition will appear
= 2997 in this column 11/28/2012 | Job Approval:Skilled Trades Wkr2 HVAC 271556 General Campus Maintenance
(=] 3169 1210712012 Job Approval.Department Assistant 3 393100 Biomedical Engineering
= 3171 12102012 Job Approval.Sr Applications Architect 231993 Program Management Office
Job Approval Assistant Director, Chapter and
= 3191 1211212012 Regional Programmin 211358 Alumni Relations
B 3175 121212012 Job Approval Director Multiculural Affairs 221339 Multicultural Affairs
Job Approval Department Assistant 3-HOUSTON
(=] 3190 1211312012 TEXAS LOCATION 698082 Anesth. MA TX Tuition L
B 3203 121712012 Job Approval.Department Assistant 1 597100 General Program/Support

10:50 AM

Step | Action

4. The Pending Approvals page appears. All job requisitions that
require approval to be posted will appear in the list.

5. To view a job requisition, click the link under the Subject column that
begins with Job Approval.

Subject

Job Approval:Staff Architect, Planner
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File Edit View Favorites Tools Help
% @iConvert ~ [I Select

5% [ help.case *J Google |, CWRU Links v Webmail
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L CASE WESTERN RESERVE
A UNIVERSTITY i ,0d
= Home | AddtoFavorites | Sign out

Favorites | Main Menu > Recruting > Pending Approvals

M h e S
Find Job Opening =
Job Opening

&} Print Job Opening

Posting Title: Department Assistant 3 Job Opening ID: 3169
Job Opening Status: 006 Pending Approval Job Type: Standard
Job Title: Department Assistant 3 Job Code: 155023
Position Humber:
Business Unit: CASE1 Case

Esave Bcione Ef Creste new

Previous Job Opening |NextJob Opening |Job Opening List

Activity & Attachments Jub Opening Details

Job Details Qualifications Recruiter Screen Post Description  Hiring Team
Approvals

Job Opening Type: Standard Requisition

Created By: 1002438 @, Nicole Dyme
Created: 12/05/2012 [l
*Openings to Fill: Limited -

nOR S ™ @ ) 1051AM

Step | Action

The Job Opening page appears.
requisition details including Posting
and status of the requisition.

This screen displays the job
Title, Job Opening ID number

Use the Print Job Opening link to print the requisition details.

&% Print Job Opening
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M UNIVERSITY  por ud

Faw_rites Ma\n_Menu > Recvgting > Pending Approvals

Home | AddtoFavorites | Sign out

Region: USA @

Schedule Type: Full-Time -
RegularTemporary: Regular -
Begin Date: [121152012 |

End Date: ’W@

Shift: Not Applicable -
Hours: ’m

Work Period: Weekly .

Travel Percentage: Mone -

Salary Information
Salary Admin Plan: N375 @ Nonexempt Staff 37.5 Wi
From Grade: 10 @ Salary Grade 10

Salary Range From: 29,956 (Default From Job Code)
Salary Range To: 49,077 (Default From Job Code)

Pay Frequency: Year -
Currency: US Dollar -

Job Details Qualifications Recruiter Screen  Post Description  Hiring Team

Approvals
Manage i | Find | Activity & | Job Opening Details

m

Esave @cione EfcreateMew  Previous Job Opening INextJob Opening |Job Opening List

Staff Working Conditions

®100% -

Step | Action

7. The Staff Working Conditions section is required by the eRecruit
system and should be completed by the hiring department.

Scroll to the bottom of the page and click the Staff Working
Conditions button.

Staff Working Conditions
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1| @ hitps:/hem case.edu/psp/hemprd_L/EMPLOYEE/HRMS/c/CW_HR_MENU.CW_SWC GBLIPage= CW_SWCAA ction=USEBUSINESS_UNIT=CASE &DEPTID=251631 &HRS JOB_OPENING 1D=3179¢ © ~ @ © X

& Inbox 2) - jl92@case.edu - Ca... (2 Staff Working Conditions %
% @Convert ~ [B)Select
55 [ help.case * Google || CWRU Links ~ [E] Webmail B - v [ v Pagew Sofety Tooksv @v

W4 CAsE WESTERN RESERVE
AH UNIVERSITY g ad

Home | AddtoFavorites |  Sign out

Favgrites = Main Menu > Recruting > Postings > Staff Working Conditions

Job Opening ID 3179 Job Opening Type  Standard

Enew window (2 Help [ ntp

Posting Title Department Assistant 1
[[] ExpandiCollapse Al

¥ Job hazards (safety training required)

[ Job tasks

[* Ergonomic concerns

F Travel requirements

[F] save | [ RetuntoSearch | | =] Notify |

®100% -

WO By [ @l 9S1AM |

Step | Action

8. The Staff Working Conditions page appears. Place a check mark
in the Expand/Collapse All check box to view the working condition
information and then complete the following steps:

| [ Expand/Collapse All |

a. Scroll through the information to verify completeness.
b. Check any missed boxes.

Note: You may need to contact the sponsoring department directly
for assistance if they did not complete this section.

c. Save any changes and then close the window.
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File Edit View Favorites Tools Help
% @jConvert ~ [I)Select

s [ help.cose 2 Google || CWRU Links ~ [ Webmail i~ B - @ v Pagew Sofetyv Toos~ @~

UNIVERSITY ~ oy Home | Addto Favorites | Sign out

Favorites : Main Menu > Recrgltlng > Pending Approvals

Job Details Qualifications Recruiter Screen Post Description Hiring Team
Approvals

Job Opening Type: Standard Requisition M
Created By: [1002438 @, Nicole Dyme

Created: [12i082012 5 =
*Openings o Fill: Limited -

Target Openings: 1
Available Openings: 1

Establishment ID: CASE @, Case Western Reserve Univ

Business Unit: CASEA @, Case

Job Code: 155023 ‘@, Department Assistant 3

Company: co1 @, Case Western Reserve Univ

*Department: 393100 @, Biomedical Engineering

Status Code: 006 Pending Approval

Status Reason: x

Status Date: 12/07/2012

Desired Start Date: 1201512012 |5

Projected Fill Date: [ 52

0% -

v = | | € é ¥ & B g B nOR W R e @ a6 1053AM

Step | Action

9. Verify the information appearing in the first Opening Information
block is correct:

a. Openings to Fill = Limited
b. Target Openings = 1

c. Available Openings =1

d. Status Reason = blank.

10. | The Desired Start Date, Projected Fill Date and Date Authorized
fields may or may not be completed. Check with the sponsoring
department to determine when the position should be authorized to
post on the Careers site.

Note: All three fields can contain the current or a future date.
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File Edit View Favorites Tools Help

x @ Convert v [B)Select

75 [ help.case *§ Google | CWRULinks v [EJ Webmail o~ v [ dm v Pagew Safetyv Tookw @

E):NIVERSITYRESE .
SUNIVERSITY gy Home | AddtoFavorites | Sign out

Favorites © Main Menu > Recrutting > Pending Approvals

customize | Find | B | %8 First £ 4074 12 Last

Empl ID

*Name

[ @ i}

[+] Add Employees Being Replaced

‘Opening Information

Please indicate the underutilized group if known. The Employment Office will also verity and
complete this information. if a strong internal candidate has been identified within the department,
meeting the jol ifications, please provide ion below.

Job Under Utilized ~ © Yes @ Ho

[Tlunder utilized Women
[Tl under utilized Minority

[T strong Internal Employee Empl ID @,

Grant Funded © Yes @ Ho

n

Funding Sources

Customize | Fing | View A1 | BN

Funding Source Spet < Distribution
Percent
1/[STARTUP FUNDS |opragatoe || 100.000) [+ [=]

B10% v |

WOR W B ™ @l ) 1053AM

Step | Action

11. | If the requisition is the direct result of an employee leaving or being
terminated, that employee's name will appear in the Employee

Being Replaced field. The sponsoring department should provide
this information if needed.

Customize | Find |

*Hame

| @,

i£| Add Employees Being Replaced
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M @ hitps//hcm.case.edufpsp/hmprd/EMPLOYEE/HRMS/ c/HRS_HRUE.HRS_RECRUTT_CONSOL.GBL?FolderPath=PORTAL_ROOT_OBIECT.HC_RECRUIT_EMPLOYEE.HC_HRS_RECRUIT_CONSOL GB O ~ @ € X [Iiri o' fad
: g2 & Pending Approvals « [

Fle Edit View Favorites Tools Help

% @Convert ~ [ Select

5 [ help.case # Google | CWRULinks ~ [EJ Webmail Fiv B v ® v Pagev Safetyv Toolsw @+

CASE\VESTERNR_ESE
MUNIVERSITY ~ gor 0,

Favothes : Maiﬂyenu 2 Recrytmg > Pending Approvals

customize | Find | B | B Fret K g org I ey

“Name Empl 1D
[ A o
[+] Add Employees Being Replaced

‘Opening Information

Please indicate the underutilized group if known. The Employment Office will also verify and
complete this information. If a strong internal candidate has been identified within the department,
meeting the jol ificatic please provide i below.
Job Under Utilized @ Yes @ Ho B
[Clunder utilized Women
[l under utilized Minority

[T strong Internal Employee Empl ID @,

Grant Funded © Yes @ No

Funding Sources

Funding Source

1||STARTUP FUNDS

®100% ~

- @ .l ) 10:52AM

Step | Action

12. | The second Opening Information block will indicate the following
attributes for the requisition:

a. If the Job is Under Utilized (for women or minority groups).
b. If a Strong Internal Employee was identified for the position.

c. If the position is Grant Funded and if so, the Funding Source,
Speedtype and Distribution Percent fields should be populated.

Funding Sources
Customize | Find | View Al '-EI-I HH First Kl g o4 I ast
_ Distribution
funding ~ource
Funding Source speediype Percent
T [oPRagat108 |[ 100.000 [#] [=]
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* i)

File Edit Vi orites  Tools  Help
% @ Convert ~ elect
5 [ help.case #f Google |, CWRU Links v [ Webmail - v [ dm v Pagev Safety Toolsw {@v

CASEWESTERNRESE 5
A UNIVERSITY — ;o 0d

Home | AddtoFavorites | Sign o

Region: usA @

Schedule Type: Full-Time -
Regular/Temporary: Regular -

Begin Date: 252012 |[H)

End Date: [12r142014 5

Shift: Not Applicable -

Hours: [ s

Work Period: Weekly hd

Travel Percentage: None -

Salary Admin Plan:  |N375 @, NonexemptStaff 37.5 Wk
From Grade: o @ sayoadeto ul

Salary Range From: 29,956 (Default From Job Code)
Salary Range To: 49077 (Default From Job Code) L
Pay Frequency: Year -

Currency: US Dollar -

H100% ~

nOR R @ b 1053AM

Step | Action

13. | The Additional Job Specifications block includes the schedule and
salary information for the position. Most of this information should be
pre-populated.

The Begin Date and End Date fields are completed by the
department to designate a Term position. If dates appear in both
fields:

a. Ensure that the Term is from 1 to 3 years in length.

b. Add the standard Term message to the job posting.

If there is a date in only one field, this is an error and the date
should be deleted.

January 18, 2013 Hiring Manager Information Technology Services | 10
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File Edit View Favorites Tools Help
% @jConvert ~ [Select

5% [ help.case ) Google || CWRU Links ~ Webmail

»

&~ ~ [ & v Pagev Safety~ Tools~ @+

gvasusny\RBE 5
S UNIVERSITY g1 g Home | AddtoFavorites |  Sign out

Favorites | Main Menu > Recruiting > Pending Approvals

-

Region: USA @

Schedule Type: Full-Time -

Regular/Temporary: Regular -

Begin Date: [1zr52012 |

End Date: [12i142014 |

Shift: Not Applicable -

Hours: lﬁ

Work Period: ‘A‘f‘eekiy -

Travel Percentage: None -

Salary Information €
Salary Admin Plan: N375 @, Nonexempt Staff 37.5 Wk
From Grade: 10 @, Salary Grade 10 B

1

Salary Range From: 29,956 (Default From Job Code)
Salary Range To: 49,077 (Default From Job Code) (4
Pay Frequency: Year -

Currency: US Dollar -

®100% -

9 10:53 AM

Step | Action

14. | Most of the salary information fields should be pre-populated. Make
sure that the Pay Frequency field is set to Year.

Pay Frequency: Year -

January 18, 2013
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Favgrites Main Menu > Recuitng > Pending Approvals

Region: USA @

Schedule Type: FulTime =
Regular/Temporary: Regular -

Begin Date: [1zrnsz012

End Date: [12rarz014 5

Shift: Mot Applicable -

Hours: [ a5

Work Period: Weekly -

Travel Percentage:  None =

Salary Information

Salary AdminPlan:  [N375 @ NonexemptStaff 37.5 Wk
From Grade: ,“Ui% Salary Grade 10

Salary Range From: ’729958 (Defauit From Job Code)

Salary Range To:

49,077 (Default From Job Code)

Pay Frequency: Year
Currency: US Dollar -
Job Details Qualifications Recruiter Screen  Post D Hiring Team
Approvals
Manage | Find | Activity & | Job Opening Details

Esave B¥cione [Efcreatenew  Previous Job Opening INext Job Opening |Job Opening List

f Staff Working Conditions

g’vaEnsxrr 5k
BMUNIVERSTITY ~ gsr 504 Home | AddtoFavortes | Sign out

H100% v

Step | Action

ualifications

15. | Click the Qualifications link to proceed.
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File Edit View Favorites Tools Help

x @jConvert v [HSelect

5 [ help.case * Google | CWRU Links v [ Webmail o~ v [ dm v Pagew Safetyv Tookw @

B o e
SUNIVERSITY porindg Home | AddtoFavorites | Sign out

Favorites © Main Menu > Recruiting > Pendng Approvals

Additional Job Specifications Fina | view a1 Frst Kl 4011 O (ot i

Indicate the education level and work experience, if any, that are required for this Job Opening. To add Work
Experience and Education select the Add Work Experience and Education link.
Work Experience &

customize [ Find | B | # st K 4074 1 Last

Education @
*Highest Education Level Years of Work Experience
C-HS Graduate or Equivalent - 5.0 E

[#] Add Work Experience and Education

To add Degrees to the Job Opening, select the Add Degraes hyperink below.
v Degrees

There are no items for the Degrees seclion. Please add one if required.

[#] Add Deqrees

Job Details Qualifications Recruiter Screen  Post Description  Hiring Team
Approvals

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details

W save Pcions [EfCreate New  Previous Job Opening INext Job Opening |Job Opening List

| Staff Working Cenditions i3

WOf W B ™ @l ) 1055AM

Step | Action

16. | The Qualifications screen displays the required work experience,
education level and degrees that applicants must possess to qualify
for the position. Verify that degree requirements are not too specific
to be helpful, e.g., adding a Bachelor of Arts degree to an exempt
administrative position that already requires a bachelor's degree.

Notes:
1. Do not remove the Bachelor of Science requirement from
research/scientific positions.

2. For RA1 and RA2 positions, an associate's degree with two years
of experience or a bachelor's degree with one year of experience is
accepted. Ensure the sponsoring department has entered that
information under the Qualifications section.

Work Experience 8
Education a .

January 18, 2013 Hiring Manager Information Technology Services | 13
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File Edit View Favorites Tools Help

»

x @Convert ~ [B)Select
35 [ help.case * Google || CWRU Links ~ [ Webmail & - - [ @ v Page~ Safety~ Tools~ @~

L CASE WESTERN RESERVE]
A UNIVERSITY o 0
= = Home | Addto Favorites Sign out

Favgrites = Main Menu > Recruting > Pending Approvals

Additional Job Specifications

Years of Work Experience

'C—HS Graduate or Equivalent - 5.0 ﬁ

*Highest Education Level

[#] Add Work Experience and Education

To add Degrees to the Job Opening, select the Add Degrees hyperiink below.
w Degrees

There are no items for the Degrees section. Please add one if required

[+] AddDegrees

Job Details Qualifications Recruiter Screen  Post Description  Hiring Team
Approvals L
Manage Applicants | Find | Activity & | Job Opening Details

Previous Job Opening |NextJob Opening |Job Opening List

Bsave ®cione Efcreste ew

‘Staff Working Conditions
H100% -

Step | Action
17. Click the Post Description link to proceed.

Post Description

Note: Skip the Recruiter Screen section.
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= Inbox (3) - jIj92@case.edu (& Pending Approvals 3
File Edit View Favorites Tools Help
x @Convert ~ [B)Select

»

35 [ help.case * Google || CWRU Links ~ [ Webmail B - v [ @ - Page~v Safety~ Tooks~ @~

CASEWBTERNR_BE 5
S UNIVERSITY P
UNIVERSITY g Home | AddtoFavortes | Signout

Favgrites © Main Menu > Reauiting > Pending Approvals
W Save ‘WRLlone | Ureate Mew  FFeVIOUS JOD UPEMING INEXJOD UPeNINg 1100 Upening LISt

Activity & Attachments .lnli()pe!iigneﬂs 1

Job Details Qualifications Recruiter Screen Post Description Hiring Team
Approvals

Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the
posting you wish to delete.

-

Postings Primary Posting Title
Department Assistant 3 i}

[#] Add Job Postings

Job Details Qualifications Recruiter Screen  Post Description Hiring Team
Approvals E
Manage Applicants | Find Appl | Activity & | Job Opening Details

Esave @cione [Efcreate New  Previous Job Opening |Next Job Opening |Job Opening List

Staff Working Conditions

@ HEVAAN B @G ™ @) 10%am |

Step | Action

18. | The Job Postings section includes a link to the descriptive
information that applicants will see when the position is posted on
the Careers site. Click on the job title link under the Postings
column to open the description.

Postings

Depatment Assistant 3

January 18, 2013 Hiring Manager Information Technology Services | 15
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(& Pending Approvals x

Favorites  Tools
% @jConvert v [I)Select

File Edit View

Help

5% [ help.case *J Google || CWRU Links ~ [ Webmail

Ei~ B ~ 0 & ~ Page~ Safety~ Tools~ @~

\ RVE
UvaznsnY i

i Home | AddtoFavortes | Signout
Favorites i Main Menu > Recr&mng > Pending Approvals

Job Opening
Posting Information

Posting Title: |Depanmam Assistant 3

Job Descriptions @

(P Help D http ~

n

Find Frst K 1aore O Last
“Visible: Internal and External - m
*Description Type: Job Description -
Description ID: -
Description: ‘@ R A 4 E@ BelEoEa ol £
R -] Fort [-|see| |-l B I U =
EESS|EE = |4 A- o
POSITION OBJECTIVE

| »

Working under general direction, perform diverse duties of an administrative nature. The
department assistant will have overall responsibility for the smooth functiening of the
center. Coordinate activities for multi-instituional partners and projects. Work with
Technology Transfer to coordinate center patents, inventions and applications. This
position requires the individual to rely on own resources in task accomplishment and is
involved with more complex difficult matters.

ESSENTIAL FUNCTIONS

m

4 Brevirs adminicteatus sceictance b tha rantar dirartar Wanana santar ralandar

v

#100% ~

10:57 AM

Step | Action
19.

From the Posting Information screen, you can edit the Posting
Title if desired.

Posting Title:

|Department Assistant 3
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. CASE WESTERN RESERVE

UNIVERSITY

EST. 1826

think beyond the possible”

Job Requisition Approval

File Edit View
x @ Convert v

(2 Pending Approvals

Favorites  Tools  Help

[0 Select

75 [ help.case * Google | CWRU Links = Webmail

i ov B v 0 & v Pagew Safetyv Tookw @+

Job Opening

RN RESE

EJ:NIVERSITY ]
S UNIVERSITY por g Home | AddtoFavorites | Sign out

Favo_rites Mam_Manu > Ra:vgr(ing > Pending Approvals

Posting Information

Posting Title:

*Visible:
*Description Type:
Description ID:

Description:

\Deuanmenti\sswstamfi

Internal and External ot
Job Description -
B Rala BB BHe =oOBEas -0
o [ T, I T ol
i Fomat Fort | see| [-]lB 7 U o]

AT

Job Descriptions € Find First & 440f 4 I3 Last

a

&

b

POSITION OBJECTIVE

Waorking under general direction, perform diverse duties of an administrative nature. The
department assistant will have overall responsibility for the smaoth functioning of the
center. Coordinate activities for multi-institutional parners and projects. Work with
Technology Transfer to coordinate center patents, inventions and applications. This
position requires the individual to rely on own resources in task accomplishment and is
involved with more complex difficult matters

ESSENTIAL FUNCTIONS

4 Prewida trtha rantar diractnr Manzns rantar calandar
.

| »

n

@Help Entp «

n

+

HU00% v

) 10:57 AM

Action

a. Visible = Internal and External.

c. Description ID = Blank.

Verify the following items in the Job Descriptions section:

b. Description Type = Job Description.

January 18, 2013
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File Edit View Favorites Tools Help
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(& Pending Approvals

*
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»
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Job Opening

B Gor e e
BMUNIVERSTITY ~ g1 004 Home | AddtoFavortes |  Signout

Favorites Main Menu > Recruiting > Pending Approvals

Posting Information

Posting Title:

*Visible:
*Description Type:
Description 1D:

Description:

Job Descriptions @

|Department Assistant 3

Find First K 14014 O Last

Internal and External b a
Job Description T
@ RaldBE@D He EoEae Lo €
[ = I = .
Fomat Fort | se| [[]lB 1 U |
E = =S| = e A
!

POSITION OBJECTIVE

Working under general direction, perform diverse duties of an administrative nature. The
depariment assistant will have overall responsibility for the smooth functioning of the
center. Coordinate activities for multi-institutional partners and projects. Work with
Technology Transfer to center patents, inventions and This
position requires the individual to rely on own resources in task accomplishment and is
involved with more complex difficult matters.

ESSENTIAL FUNCTIONS

1 Bravids

[

@DHelp BEnttp ~

tn the rantar dirastar Wanans rantar cslandar
.

(el )

nOR W S R @l ) 1057AM

Action

make corrections if needed.

The job description information appears in the Description block
and can be edited as required. Verify the information is accurate and

Posting Title: |Department Assistant 3
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Sign out
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*Visible: Internal and External - m
*Description Type: Diversity Statement T
Description 1D: Diversity Statement -
Description: Q& 456 Bl EEES a @
i Fomat | ~| Font ~| See -l B I U =
=RREREREE E| A~ A- o

In employment, as in education, Case Western Reserve University is committed to Equal
Opportunity and Diversity. Women, veterans, members of underrepresented minority groups,
and individuals with disabilities are encouraged to apply.

b S ™ @ ol @) 1101AM

Step | Action

22. | Scroll to the bottom of the job description narrative to see if the
Diversity Statement has been included. If not, follow these steps:

a. Type a period beneath the last line of the job description to create
the necessary division.

b. Click the [+] Add Posting Descriptions link.

[+]Add Posting Descriptions

c. Select the following parameters to populate the job description:

1. Visible = Internal and External.
2. Description Type = Diversity Statement.

3. Description ID = Diversity Statement.

The Diversity Statement will now be appended to the bottom of the
job description narrative.
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*Visible: Internal Only = a
*Description Type: Salary Grade =3
Description ID: Salary Grade 17 and below -
Description: Qa4 B heElEDES ® W
i Fomat || Font “ls=| |-l B I WU e
= = = =|1= iz = - »

Salary Grade 10 for staff working 37.5 hours per week
Toview salary ranges or Salary Administration Attachments, please copy and paste the

following address in your web browser. =
hitps:iwww.case. edufinadminmumr
**Requires a valid Case network ID and password o access

htmi

nOR W S R @l ) 11:00AM

Step | Action
23. | To add the Salary Grade statement, follow these steps:

a. Type a period beneath the last line of the job description to create
the necessary division.

b. Select the following parameters to populate the job description:
1. Visible = Internal Only.

2. Description Type = Salary Grade.
3. Description ID = Choose the appropriate grade level.

The Salary Grade statement will now be appended to the bottom of
the job description narrative.
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*Visible:
*Description Type:
Description 1D:

Description:

WAl CASE WESTERN RESERVE
AN UNIVERSITY ;o

Favorites | Main Menu » Recruiting > Pending Approvals
|*]Add Posting Descriptions

Home | AddtoFavorites | Sign out

Internal and External o a

Reasonable Accommodations i

Reasonable Accommodations -

@ RAal4E® e EZIE&E O i3 -

i Fomat | Nomal
El=

Case Western Reserve University provides aco to i with
disabilities. Applicants requiring a reasonable accommodation for any part of the application
and hiring process should contact the Office of Inclusion, Diversity and Equal Opportunity at
216-368-8877 to request a reasonable accommedation. D inati as to granting
reasonable accommeodations for any applicant will be made on a3 case-by-case basis

- Font | -] sie U T S TR

EE - 5 A A- F

nOR S @ b 11:00AM

Action

To add the Reasonable Accommodations statement, follow these
steps:

a. Type a period beneath the last line of the job description to create
the necessary division.

b. Select the following parameters to populate the job description:

1. Visible = Internal and External.
2. Description Type = Reasonable Accommodations.

3. Description ID = Reasonable Accommodations.

The Reasonable Accommodations statement will now be appended
to the bottom of the job description narrative.
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x @ Convert = [ Select
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Favn_rtes Ma\n_Menu > Re:rgrt\ng > Pending Approvals

[+]Add Posting Descriptions

B Relative Open
Posting Type | ° "

[#]Add Posting Destinations

OK Cancel Preview

CASE‘WESTERI\IYQESE H
MUNIVERSITY  por e Home | AddtoFavortes | Signout

RS R @ ol ) 1102AM

FHEEL

Action

Follow the steps previously described to add standard messages for
Term Position and Strong Internal candidate to the job description.
The Strong Internal candidate message will appear at the top of the
job description. The Term Position message will appear at the bottom.

Scroll to the bottom of the screen and click the Preview button to
review the entire job description.

Preview

Notes:
1. Switch to the Internal View to see the Salary Grade information.

2. After exiting the Preview screen, you can remove any erroneous
characters (such as upside-down question marks) using the Find
function (CTRL F).
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UNIVERSITY gor Home | AddtoFavortes | Signout

Favgrites : Main Menu > Recruiting > Pending Approvals

[#]Add Posting Descriptions

Relative Open T
Date (Days}

*Destination *Posting Type

b hd hi B | Ell a

[+]A0d Posting Deslinations

OK Cancel Preview

MR S B @ ol ) 11:02AM

Step | Action

26. | Set the following parameters in the Job Posting Destinations
section for External job postings:

a. Destination = Internet.

b. Posting Type = External.

c. Relative Open Date = Blank (skip).

d. Post Date = Current Date.

Note: The Relative Open Date block will disappear.
e. Remove Date = Blank (skip).

f. Posting Duration = 30.

Note: If a strong internal candidate has been identified then use
Posting Duration = 7.
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FavD_rites Ma\n_Manu > Ra:vgting > Pending Approvals

[+]Add Posting Descriptions

Relative Open
Date
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[#]Add Posting Destinations

OK Cancel | Preview

RS R @ ol ) 1102AM

Step | Action

27. | Click the [+] Add Posting Destinations link to create a new line and
set the following parameters for Internal job postings:

[+]Add Posting Destinations

a. Destination = Internet.

b. Posting Type = Internal.

c. Relative Open Date = Blank (skip).

d. Post Date = Current Date.

Note: The Relative Open Date block will dissappear.
e. Remove Date = Blank (skip).

f. Posting Duration = 30.

Note: If a strong internal candidate has been identified then use
Posting Duration = 7.
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Favorites © Main Menu > Recrutting > Pending Approvals

[+]Add Posting Descriptions
Job Posting Destinations €

Customize | Fnd | &1

osting Duration
(Days)

= ERl el a

*Destination *Pasting Type gz:i“"e e e Dt Remove Date

[+]Add Posting Destinations

oK | Cancel Preview |

E):NIVERSIRTNYRESE .
SUNIVERSITY gy Home | AddtoFavorites |  Sign out

.

#100% ~
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Action

Click the OK button to proceed.

OK
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Edit View Favorites Tools Help

% @jConvert ~ [ Select

File

5% [ help.case *J Google |, CWRU Links v Webmail

»

&~ v [ @ ~ Page~ Safety~ Toolsv @~

(@

Favgrites | Main Menu > Recruiting > Pending Approvals
W sSave weClone g Create New Frevious JoD Upening |NextJoD Upening |1Jo0 Upening LISt

Activity & Attachments .lob Opening Details

Job Details Qualifications Recruiter Screen Post Description Hiring Team
Approvals

Select Add Job Postings to add a new posting. To delete an existing posting select the delste icon against the
posting you wish to delete.

Postings Primary Posting Title

Depariment Assistant 3 [}
[#] Add Jab Postings
Job Details Qualifications Recruiter Screen  Post Description Hiring Team
Approvals

Manage | Find App | Activity & | Job Opening Details

Esave ©cione EfCreateNew  Presious Job Opening |Next Job Opening |Job Opening List

Staff Working Conditions

ASE WESTERN RESERVE]
NIVERSITY oy ud
Home | AddtoFavorites | Sign out

T

11:05 AM

Action

Click the Hiring Team link to view the
assess applicants for the position.

Hiring Team

list of people assigned to
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2 Inbox (3) - jlj92@case.edu - (& Pending Approvals x

File Edit View Favorites Tools Help

% @jConvert ~ [Select

3% [ help.case ) Google

. CWRU Links [ Webmail Fi~ B - ) @ v Pagev Sofety~ Tools~ @~
L CASE WESTERN RESERVEH]
A UNIVERSITY o opd
= Home | AddtoFavorites | Sign out
Favorites | Main Menu > Recruiing > Pending Approvals
L EE | Job Opening Details
Job Details

Qualifications Recruiter Screen

Post Description
Approvals

To assign a Recruiter to the Job Opening select the Add Recruiters hyperfink. To add a Recruiter Team, containing one or more
recruiters, to the Job Opening select the Add Recruiter Team hyperlink

“Name Recruiter I Primary Email Address Telephone
Recruiter! @, 1111111 Recruiter1@case.edu

Hiring Team

2161368-X00C i)
[+] AdaRecruiters

[#]  AddRecruiter Team

To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperink. To add a Hiring Manager Team containing one
or more hiring managers to the Job Opening select the Add Hiring Manager Team hyperink.

*Hame Manager ID Primary  Email Address Telephone
[Manager! @&, 1111111

Manageri@case.edu 216/368-X000C o
[#] add Hiring Managers

=

To assign an Interviewer to the Job Opening select the Add Interviewers hyperlink. To add a team of
Interviewers select the Add Interviewer Team hyperiink.

I

No Interviewers have been added to this Job Opening

Add Hiring Manager Team

LI L P T Y B

11:06 AM

Step | Action

The Hiring Team screen displays all Recruiter(s), Hiring Manager(s),

Interviewers and Interested Parties that will be involved in the hiring
process for the job posting.

Click the [+] Add Recruiters link to add the appropriate recruiter to
the job requisition if needed.

You can use the Lookup function from the Name field to search for
a recruiter (click on the magnifying glass icon).

.ﬂ Add Recruiters
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Is  Help

nbox (3) - case.edu
File Edit View Favorites Tool

x @ Convert v [B)Select

75 [ help.case *§ Google | CWRU Links » Webmail

Ppov B v 0 d v Pagev Safetyw Tookv @v
E CASE WESTERN RESERVE
JUNIVERSTTY 5 0d

- Home | Addto Favortes | Sign out
Favorites : Main Menu > Rec@tmg > Pending Approvals
Activity & Altachments Job Opening Details
Job Details Qualifications Recruiter Screen Post Hiring Team
Approvals

To assign a Recruiter to the Job Opening select the Add Recruiters hyperiink. To add a Recruiter Team, containing one or more
recruiters, to the Job Opening select the Add Recruiter Team hyperiink.

*Name Recruiter ID

Recruitert @, 1111111

Primary Email Address Telephone

Recruter1@case. edu 216/368-X000¢ i

[#] Add Recruiters

i

[*] addRecrutter Team

To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperiink. To add a Hiring Manager Team containing one
or more hiring managers to the Job Opening select the Add Hiring Manager Team hyperiink,

“Name Manager ID

[Managert @, 1111111

Primary  Email Address Telephone

Wanageri@case edu 216/368-300X ]

[#] s Hiring Managers [#]  Add Hiring Manager Team

To assign an Interviewer to the Job Opening select the Add Interviewers hyperlink. To add a team of
Interviewers select the Add Interviewer Team hyperink

I - ——

No Interviewers have been added to this Job Opening

£100% ~

nOR S @ ol ) 1106AM

Step | Action

Click the [+] Add Hiring Managers link to add the appropriate
managers to the job requisition.

You can use the Lookup function from the Name field to search for
a manager (click on the magnifying glass icon).

|ﬂ Add Hiring Managers

Note: There is generally no requirement to add Interviewers to the
job requisition. If needed, use the [+] Add Interviewers link.
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x @ Convert = [ Select
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SUNIVERSITY goring Home | AddtoFavories |  Sign out
rite
| interviewers @ |

Main Menu > Recrufting > Pending Approvals
SEIECTINE A0G INIETVIEWET | £3M NYDETINK
7

Mo Interviewers have been added to this Job Opening

[#] addinteniewers [+] add Interviewer Team

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

Interested Party €
“Name Empl 1D Email Address Telephone

InterestedPartyl @, 1111111 InterestedPartyl@case.edu 21B1368-3000 i)

InterestedPary2 @, 2222222 InterestedParty2@case.edu 216/368-X000¢ lif

InterestedParty? @, 3233333 InterestedParty3@case.edu 216/368-3000C E[

[+] Add Interested Parties [+]  Add Interested Parties Team -
Job Details Qualifications Recruiter Screen  PostDescription  Hiring Team E
Approvals

Manage | Find | Activity & | Job Opening Details

Esave Wcione [EfCreateNew  Previous Job Opening [Mext Job Opening |Job Opening List

#100% -

MRS @ ) 11:06AM

Step | Action

32. | Click the [+] Add Interested Parties link to add the appropriate
parties to the job requisition. All requisitions require the Receptionist
team be added:

a. Click the [+] Add Interested Parties Team link.
b. Check the Receptionist check box.
c. Click the OK button.

[+] Add Interested Parties

Note: For requisitions including Under Utilized and School of
Medicine positions, there are specific internal instructions for adding
interested parties. Consult with a Human Resources manager if you
need assistance with these steps.
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Interviewers
No Interviewers have been added to this Job Opening

[#] Add interviewers [#] Agd Inteniewer Team

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

Interested Party €

[+] Add Interested Parties

*Name Empl ID Email Address Telephone
InterestedPartyt 2, 1111111 InterestedPartyl@case edu 216/368-X00 a
[InterestedParty2 @, 2222222 InterestedParty2@case edu 216/368-X00XK it}
[InterestedParya @, 3333333 InterestedParty3@case.edu 216/368-)000C i}

[#]  Add Interested Parties Team

Job Details Qualifications Recruiter Screen  Post Description  Hiring Team
Approvals
Manage | Find | Activity & | Job Opening Details

Esave ¥¥cione [EfCreateNew  Previous Job Opening |Next Job Opening |Job Opening List

Home | Add to Favorites

m

Step

Action

33.

Click on the Approvals link.

Approvals
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I Comment History
Central Admin Stage

(E)ViewHide Comments

= Job Opening:Pending € Reauest nformation

Central Admin Stage

Approved Approved Pending
Sabalailis Paul » Shipley.Gail » Multiple Approvers
A4 CW_UNN_BUDG_WKFLW v CW_COMPENSATION_WKFLW ¢ CW_EMPLOYMENT_WKFLW Rt
1210112 - 5:02 PI1 12M1M2 - 8:13 AN

I Comment History

Approve Pushback Deny

Comments Text:

SIUNIVERSTITY  gsy.m4 Home | AddtoFavortes |  Signout

- =
% .l ) 950 AM

Step | Action

34. | The Job Approvals screen appears. This screen depicts the
requisition approval workflow at both the Department and Central
Admin Stages. Each person shown in the workflow display will
automatically receive an email from the Careers system when the job
description is ready for their review and approval. The workflow tree
will update the approval status as the job description moves through
each person involved.

If you make changes from the Approvals screen, be sure to click the
Save button prior to approving the requisition.

Save
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= Job Opening:Approved
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(& ViewHide Comments

Approved
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121012 - 11:38 AN

I Comment History
Central Admin Stage

m

T 5 (2 ViewHide Comments
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Step | Action

35. | The approver has the option to Approve, Deny, or Pushback the
requisition using the buttons below the workflow display.

Note: The Pushback button will only appear if there is an approver
behind you in the approval queue.

Approve Pushback Deny

36. End of Procedure.
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