INFORMATION

SAN JOSE STATE | TECHNOLOGY SERVICES Request to Recruit

UNIVERSITY

Overview
This user guide demonstrates how to complete a Request to Recruit for the following scenarios:

e Replace an existing position with no changes to duties
o Replace an existing position with changes to duties

e Request a new position

e Request a new tenure track faculty position

Before creating the recruitment request in MySJSU (PeopleSoft HSIJPRD), the requesting department
continues their normal internal process and approval. When the request is submitted in the system, it triggers
an email notification to HR. Once HR completes the approval, approvers in your area are notified. The
approvers in your area should already be aware of this recruitment based on discussions and permission given
to you to begin this process.

This process is used for all recruitment requests, with the exception of Temporary Faculty Lecturers. Tenure
Track recruitments are requested using this process, but they do not have online job postings and Human
Resources is not involved in the process. When the Tenure Track recruitment request is submitted, the
position’s approver is notified. This is explained in greater detail later in this guide.
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Replace an Existing Position with NO Changes to Duties
Note: A change to the reports-to information, working title or funding is permitted with this request.

1. Navigate to the Request to
Recruit page: Main Menu
> SJSU Human
Resources > Recruiting
> Request to Recruit.

The Request to Recruit
search page displays.

2. Click the Add a New
Value tab.

Home |

Favorites . Main Menu

Faculty Info szl @ I Emploves Info & Tasks H Manager Info & Tasks l
Fersonalize | -

1 Setu 4
M 3 C5U Faculty Reports 3 ! P ) !
Search: ) oy 54 Baseline v B eRecrit Homepage
£ C5U Ternp Facuity ' D Recruitrment Request Inouiry

DMy Favorl ) aiorcicy R GG [5] Request to Recruit b
[ CEU Fact P , D Manage Recruitrments =
E ggg 'Is'jrrs £3 Self zervice b ” D App. Sumn. by Source Within Req &
D Alert8JS! ) Manager Seff Service , [5] Applicant Summary by Source

[ Campus £ 55U Campus Solutions i D Correct PROFILE rowes —
[ Self Servi Fp— e o D Get applicant File Attachments

[ Manager Liman Resources

[ SJSU Cal (3 Recruiting 1 Benefits (5] FR_RUN_FRHRO125_GEL n
PBISUHW ) yyotorce administration. £ Enterprise Learning Bl FRERUNFREROGSA] GE.

[ Recruiting D FR._RIUM_FRHRS003_GBEL

3 Benefits 1 Global Payroll & absence [

b eI " (5] FR_RUN_FRHRSO06_GEL

[ Benefits [ Compensation 3 Organizational Developme e — |
[ Compens 5 stock 3 Payrall for Morth &merica [5] FR_RUN_FRHRS012_GBL

b Siints 3 Time and Labar [ Recruiting =
[> Tirme and - N | @

[ Payrall far 2 Payroll for North America 3 Time and Labor LS

b Global P2 [ Global Payroll & absence 1 (3 Workforce Administration »

Momt 1 Dawrrll Trtarfara »

ORACLE

Favorites Main Menw 515U Human Resources  »  Recruiting > Reguest to Recruit

Requestto Recruit

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value
Limitthe number of results to {up to 300%:; |300

Search by: |.Jnh Opening Requisition 1D j=|

Search |Advanced Search

Find an Existing Walue | Add a Mew Value
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The Job Opening Recruit
page displays.

3. Department: Enter or
select the Department ID

Note: The Division name
will display.

4. Effective Date: Defaults to
current date and should
not be changed.

The completed section
might look like this.

ORACLE’

Favovntes Maingﬂenu > 515U Humag Resources  » Recrgiting »  Reguest to Recruit

Home

Job Opening Requisition ID939999399399995 Frint Recruitment Request Helo

Basic RecruitInfo  Position Information  Search Plans  Posting Information  Applicant Attachments  Attachments

Job Opening Recruit
Department Effective Date |09/31/2012 Eg

Division

| would like to...

-
(o
-
-

Replace Existing Position/Employee with NO Changes to Duties
Replace Existing Position with Changes to Duties
Request a New Position

Request a Tenure Track Faculty Position

Job Opening Recruit
Department 1207 Administrative Applications Effective Date |15/31/2012 [5]

Division Administration & Finance

SJSU Information Support Services
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5. 1would like to: Select the

appropriate option. Replace Existing PositionEmployee with NO CI to Duties

Replace Existing Position with Changes to Duties

Redquest a New Position

O O O ®

Note: This example shows
how to replace an existing

Request a Tenure Track Faculty Position

position/employee with no Is this an MPP Pasition? “ves o
Changes to dUtieS- The same Is this a Conflict of Interest position?  Yas &~ No
Steps WOUId b_e fouoweq _to Is this an Emergency Operations position?  Yes % No
replace an existing position

. . Customize | Find | EII L First I 4 or 1 I Lot
with changes to duties. BT e R

1000012455 il Medders,Carrie b 00004821 G [=]

6. Is this an MPP Position?
Select Yes or No

7. Is this a Conflict of
Interest Position? Select
Yes or No

8. Is this an Emergency
Operations position?
Select Yes or No

9. Emplid or Position
Number: Enter the ID of
the employee you are
replacing or the position
number

Note: The Name of the prior
employee will display, if the
position was filled at some
point.

Field Description List: Recruitment Types

Field Name Description

Select this option if you are not changing anything about the position or

Replace Existing position position description. Reports to, working title and funding changes are

with NO Changes to Duties

okay.
Replace Existing Position Select this option if the position is changing. The former and new position
with Changes to Duties descriptions should be attached.

Request a New Position Select this option if the position is new and does not currently exist in your

department
Request a Tenure Track Select this option if you are going to recruit for a Tenure Track Faculty
Faculty Position Position.
SJSU Information Support Services Request to Recruit
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The Contact Information for
Recruitment section
displays.

10. Contact Type: Select one
of the following from the
dropdown:

e Primary Contact is
required.

e Hiring Manager is
optional, but
recommended.

11. Complete the remaining
fields:

Name

Telephone

Extended Zip

Email Address

12. Click the Add [+] button to

add additional rows and,
as needed.

13. Click the Save for Later
button at any time while
completing the request to
ensure your work is saved.

Note: If you click Save for
Later, a Job Opening
Requisition ID is assigned.
This is not the same number
as the Job Opening ID.

14. Click the Continue button
to move to the next section
of the request.

Contact Information for Recruitment

Email Address

Telephone

Hiring Manager
FPrimary Contact

Back ontinue | Return to List | Save forLaterl Submit |

Contact Information for Recruitment

*Contact Type Telephone Email Address

re.recruiter@sisu.ady|

1 IPrimary Contact 'l |RC Recruiter ono1

Save far Later |

Job Opening Redquisition 10 337 Print Recruitment Request

Continue |

SJSU Information Support Services
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The Position Information
page displays.

15.

16.

The CSU Position Data page
displays.

17.

18. Click the Return to Position

Review and verify the
position data

Note: With the exception of
the Title, you should not
change this data if you
have selected Replace
Existing Position/
Employee with NO
Changes to Duties.

Click the CSU Paosition
Data hyperlink to
review/update funding
information

Verify the funding data and
change it if needed.

Information button.

ORACLE’

Favorites - Main Menu > 5J5U Human Resources > Recruiting > Request to Recruit

Home:

Basic Recruitinfo  Position Information  Search Plans  Posting Information  Applicant Attachments  Atachments

Position Information Findd | e Al First 4] 1af1 n Last
Position Number 00004921 Effective Date 05/31i2012 [
Job Information

Job Code N2 QL Administratar |l FLSA Status Exermnpt

Regular.-Temporaryl Regular vl Ending Date of Appointment el

Grade 1T o step] Q@ FullPart Time [FurTime =]

Union Code mMao  mPP
standard Hours 40,00 {perweek) FTE 1.000000
Title |MgnTraimng&SupporﬂHR Ph Short Title ADIMM 2

C3U Position Data

Work Location

Department 1207 Location Code 0042

Reports To 00005748 O Carrie Medders

Department Budget Chartfields

Fund Code GFND O
Department 1207 Q Administrative Applications
Class Field goooo

Budget Level

¥ position Pool

Position Pool ID 100 O

Feturn to Position Infarmation

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530 Page 6
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The Position Information
page displays.

19. Click the Continue button
or the Search Plans
hyperlink

The Search Plans page
displays.

20. Click the Lookup
(magnifying glass) icon to
see a list of advertising
options.

Note: In the future, if you
are using only the standard
SJSU HR advertising, skip
this step.

ORACLE’

Favarites Main Menu > SIS Human Resources > Recruiting > Reguest to Recruit

Basic Recruitinfo  Position Information  Search Plans  Posting Information  Applicant Attachments  Atachments

First 4] 1of 1 n

Position Information

00004421 083102012 [
Job Information

Job Code N2 QL Administratar |l FLSA Status Exermnpt
Regular.-Temporaryl Regular vl Ending Date of Appointment el
I Full-Time 'l

Position Number Effective Date

Grade [ o step| @ FullPart Time

Union Code M30  MPP
StandardHours | 4000 (perweek) FTE 1.000000
Title |MgnTraimng&SupporﬂHR PM Short Title W

C3U Position Data

Work Location

Department 1207 Location Code 0042
Reports To 00005748 O Carrie Medders

ORACLE’

Favorites Main Mernu > 515U Human Resources  »  Recruiting »>  Request to Recruit
> H - - -

Home

Job Opening Requisition ID3339353333333993 Print Recruitrment Request | Help
Basic Recrutinfo  Position Information  Search Plans  Posting Information  Applicant Attachments  Attachroents

Click to View Standard Advertising

Other Advertising Options
Marketing ID Desi ion

[ Marketingd  [Descripon [ [ |

Please pravide your proposed list of advertisement sources as an attachment and indicate whether or not you are a member for a certain
source. Alternatively, to ensure a broad outreach, you can send us an e-mail with your proposals, following a consultation with your Equal
Cpportunity & Workfarce Planning Analyst. Feel free to suggest additional advertising sources, including professional organizations, as
you see fit

Continue Return to List Save for Later Submit

Back |

SJSU Information Support Services
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The Look Up Marketing ID
window displays.

21. Select the appropriate Job
Opening Marketing ID
number.

Select Other to specify
another advertising
location not already listed.

The Other Advertising
Options section displays.

22. Click the Add [+] icon to
add advertising options if
needed.

23. Click the Continue button
or the Posting
Information hyperlink.

ORACLE’

Favorites Main Menu > 515U Human Resources  »  Recruiting > Request to Recruit
> i - - -

Home: | ‘Wiorklist | MuttiChannel ¢

Look Up

Look Up Marketing ID

Search by: Job Opening Marketing ID =
Loak Up | Cancel |Advanced Lookup

Search Results

Job Dpening Marketing ID [Description

QOTHER

Craigslist.com
Careerbuilder.cam
Hatjobs.com

San Jose Mercury News
Opportunityknocks arg
Dice.com
Bayarealdobs.com

nnnnnnnnnnnnnnnnn __

fIN == e R (=2 [, Y o [P R [N

Other Advertising Options
Marketing ID Description
1 I_SQ San Jose Mercury MNews

2 I_EQ Craigslist.com

SJSU Information Support Services
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The Posting Information
page displays.

24. Enter data in the
Description fields.

e Posting Title: Change
default if appropriate

e About the Position

e FEducation and
Experience

e Preferred
Qualifications
(optional)

e Knowledge, Skills
and Abilities

Notes: This text is used for the
online job posting.

Enter posting information to
the best of your ability. Your
Workforce Planning Analyst
will work closely with you to
fine tune this information for
eventual posting online.
Additional standard items will
be added before posting.

25. Help: Click the Help
hyperlink for
recommended content for
each section

26. Spell Check: Click the
dictionary icon to spell
check your text

27. Click the Continue button
or the Applicant
Attachments hyperlink

ORACLE’

Home: | ‘Wiorklist | MuttiChannel ¢

Favorites | Main Menu > SJSU Human Resources > Recruiting > Request to Recruit
- i - - -

Job Opening Requisition ID933993339393339

i Print Recruitment Request | Help

Basic Recruit Info  Position Information

Search Plans

Fosting Infarmation  Applicant Attachments  Aftachrments

Posting Title {Asst Director, Admin Apps

Job Descriptions

(% =Required Fiald)

Find First 4] 1-4 of 4 O Last

Description Tvpe Ahout the Position s Help

Description ¢

Description Type Education and Experience g Help
[

Cotoa ]

SJSU Information Support Services
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The Applicant Attachments
page displays.

Note: The Resume
attachments type defaults to
Required, but can be changed
to Optional by unchecking the
box or can be removed
completely.

28.

29.

30.

31.

The Attachments page
displays.

32.

Insert a row to add
additional requested
attachments

Select the type of
attachment from the
dropdown menu.

Check the Required
checkbox to make the
attachment Required;
leave unchecked to make
it Optional.

Click the Continue button
or the Attachments
hyperlink.

Click the Add Attachment
hyperlink to add
attachments for the
request.

ORACLE

Favorites Main Mernw > 515U Human Resources > Recruiting  »  Request to Recruit

Home

Job Opening Requisition ID333399393939939 i Print Recruitment Request Help
Basic Recruit Info Fosition Infarmation Search Plans Fosting Information Applicant Attachments Attachime

Requested Attachments

(Attachment Type Description Required

I Resume attachments 'l Resume attachments v

Specify attachments for the Applicant to Attach.

Back | Continue Return to List Save for Late

Requested Attachments

Attachment Type Description

I Resume attachments 'I Resume attachments v

| Other j. | []

¢ Curriculum Vita
Letter of Interest
Letter of Recommendation
List of References

. Reference Attachments
Resume attachments

Return ta List |
Supplermental Questionnaire

*formation
_ Transcript Attachments

Wiriting Sample |

Applicant Atachments

Search Plans Posting Infarmation

ORACLE’

Favovrites Maingﬂenu Zasisl Humag Resources > Recrgiting »  Reguest to Recruit

Home

Job Opening Requisition 1D0933933999333339 Print Recruitment Reqguest Heln
Basic RecruitInfo ~ Position Information  Search Plans — Posting Information  Applicant Attachments — Attachments
Recruitment Request Attachments
You have not added any attachments
[#] Add Attachment

Back | | ReturntoListl Save for Later Submit

SJSU Information Support Services
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The Recruitment Request
Attachments section
displays.

33. Select Attachment Type
from the dropdown menu.

Click the Add Attachment
hyperlink to browse for the
document you want to
attach

Click Save & Add More to
add additional documents;
click Save & Return when
you have finished.

34.

35.

Note: The types that begin
with TTR are for Tenure Track
Recruitments only. At a
minimum, attach a position
description. You can add more
attachments later. Check with
your Workforce Planning
Analyst if you have questions
about what attachments are
required.

The Attachment page
displays with the
Attachments that you added.

Note: If you change your mind
you can click the Trash can to
remove them.

ORACLE’

q

Favarites : Main Menu > 515U Human Resources > Recruiting  »>  Request to Recruit

‘Attachment Type:

Attachment Purpose:

Recruitment Request Attachments

Classified Ad Proposal
Interview Questions
- drganizational Chart

Other

Save & Return |

. Faosition Description
j Screening Criteria
Search Committee Members

Supplemental Gluestionnaire
TTR-Announcement of Pasition Availability
TTR-Dean's Cover WMemo
TTR-Five-Year Plan

TTR-Position Management Action Form

Recruitment Request Attachments

File Name

Wacant 00004921 2012-04-12 docy

Attachment Type

BG Admin Apps Staff 2012-04-17 00004921 recruitment pdf Crganizational Chart

FPosition Description

Uploaded

053142012 dit

Ta4AM

053142012

TEEAM

[+] Add Attachment

SJSU Information Support Services
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36. Click the Print
Recruitment Request
button to view all of the
data you have entered for
this request in one view.

Note: Depending on your
computer settings the Word
document may open
automatically or you may be
prompted to Open or Save it.

The Recruit Request
displays in Microsoft Word.

Note: The purpose of this
document is for distribution
and review of the request and
its content with the decision
makers. It is critical that this
document is distributed with
the decision makers in your
area before the request is
submitted. Wait until the
request is fully approved and
discussed before submitting it
in the system.

Print Recruitment Request

I." .’;\I [ 3 @ I = ®NE - RecruitRequest_930.doc [Read-Only) - Microsoft Word Table Tools
)
—j Home Insert Page Layout References Mailings Review View Add-Ins Acrobat Design Layout
=l & - - | A a2y ]s L= || 2= == (4
B Arial u A x| = ||F= =2V ]| A:BbCI AzBbC AaBbC AaBbCe

=3
Paste 7 B I U ~she X, ¥ Aa~||2?~ A~ |32~ &~ i | THormal — TMo Spaci.. Headingl Heading2 -

Clipboard ™= Font I Paragraph I Styles
E"'"'1"""'2"""'5"""""""5"""'5"""'7"""‘3"'
z Recruitment Request:
Recruitment Request Summary . e o
Pasition Information
1207 Administrative Applications
il
[Replace Existing Positien/Employee with NO Changes to Duties
MPP Position: Yas
Conflict of Interest Position: Mo
Emergency Operations Position: Mo
Employee ID: 000012455
Name: Carrie Medders
Position Number: 00004921
Contact Type Name Telephone Extended Zip Email Address
Primary Contact: RC Recruiter x1111 0001 rerecruiterg@s)st
Type Of Appointment
Jobcode: 3312 FLSA Status: Exempt
RegularTemporary: Regular Ending Date Of Appt:
Grade: 1 FulliPart Time: Full-Time

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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37. When finished with the
data entry for the request,
and after confirming that all
decision makers for the
request have reviewed the
submission, click the
Submit button.

Submit |

Note: Clicking Submit triggers the approval process. An email will be sent to Workforce Planning for review.
This may take a few moments to process. You can no longer edit any of the information. You will be able to
add attachments only. Consult with your Workforce Planning Analyst if you need to add attachments after

the request has been submitted.

The Submitting Recruitment
Request acknowledgement
window displays.

38. Click the OK button (or
click the Cancel button if
you are not ready to
submit the recruit request).

The Recruitment Request
Approval chain displays.

Note: The approval process
starts with Workforce Planning
for non-Faculty positions.
Workforce Planning will review
the Request and begin
working with the Primary
Contact to prepare the
Recruitment.

ORACLE’

Favorites Mair Menw > 55U Human Resources > Recruiting > Request to Recruit

Submitting Recruitment Request {31753,13)
ou have begun the process to validate your recruitment request and ta initiate

the approval pracess. [fyou hit this button in errar, please press the "Cancal”
button. Ifyou did not hit the button in error and are ready to begin the

submission process, please press the "0k hutton.
Ok | Cancel |

ORACLE’

Favorites -~ Main Menu > SJSU Human Resources > Recruitng > Request to Recruit

Mews Window | Help | Cust

Job Opening Requisition ID 930

" Print Recruitment Request Help

Basic Recruitinfo  Position Information  Search Plans  Posting Information  ApplicantAtachments  Aftachments  Approvals

Recruitment Request Approvals

Inititally Submitted for Approval 0813112 7:57:54AM

RecruitmentRequestApproval

- RecruitmentRequest:Fending
Recruitment Request Approval

Pending Not Routed Not Routed Not Routed
Multiple Approvers : Mike Dunefsky : Terry Wahey : Shawn Bibh :
C-)Wnr'kfnn:e Planning — B Manager Approval Level 1 — 5 Manager Approval Level 2 =2 & WP Administration and Finance
1

SJSU Information Support Services

info-support@sjsu.edu, 408-924-1530

Request to Recruit
Page 13



Request a New Position

Note: This should not be used for Tenure Track Recruitments.

Enter the Department.

2. Select the Request a New
Position radio button

3. Answer the questions.

Add the Primary Contact
information (and Hiring
Manager if appropriate).

5. Click Continue.

The Position Information
page displays.

Note: The fields will be blank.
6. Enter the Job Code.

Job Opening Recruit

Department (1207 O Administrative Applications Effective Date |15/31/2012 [5]
Division Administration & Finance

| would like to...

= Replace Existing Position Employee with NO Changes to Duties
L@ Replace Existing Position with Changes to Duties

Cl Request a New Position
r

Request a Tenure Track Faculty Position

Is this an MPP Position? Cves N
|5 this a Conflict of Interest position?  Yes * No

|5 thiz an Emergency Operations position? Cves  #No

Contact Information for Recruitment

M Email Address

*Contact Type Name Telephone

Name Zip |EmailAddress
1 [Primary Contact_¥| [RC Recruiter x111 (0001 |rerecruiteri@sisu.edu =

Position Information First K 10f 1 o Last
Position Number MEWY POSN Effective Date 0573143012
Job Information
Job Code a, FLSA Status
Regular Temporary j Ending Date of Appointment
Grade Step Full’Part Time j
Union Code
Standard Hours {perweek) FTE
Title Short Title

CEU Position Data

Work Location

Location Code 0042

Department 1207

Reports To

SJSU Information Support Services
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Data associated with this job | REEMELELY il A I

code automatically - _
popu lates. Position Number — NEW FOSHN Effective Date |0ar31/2012 (3
. Job Code [01420 1@ it Tech Consuttant 12 o FLSA Status Exernpt
" LaJFr))SraOtsrTfI:letleds . Regular Temporary [Regular x| Ending Date of Appointment| 5]
Grade 2 Ja  sep] @ Full/Part Time [FulrTime =]
¢ Grade Union Code RO CSUEUTech
e Full/Part Time Standardarours | 40.08] (erweek . -
e Standard Hours Title |Sotware Analyst Short Title [T career |
o Title C5U Position Data
e Short Title
e Reports To Pepartment o T pocation Gode 0042
Reports To [onons7as (G Carrie Medders
8. Click the CSU Position

Data hyperlink.

The CSU Position Data page Department Budget Chartfields
displays. =

Fund Code | 3,

Department 1207 Lenshe Rt Bodoil 2 5) iBtrative Applications

9. Enter the funding data.
10. Click the Return to

Position Information Class Field looooo @
button.
11. Continue processing the
request.
& position Pool
Position Pool ID Q
SJSU Information Support Services Request to Recruit
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Request a Tenure Track Faculty Position

Note: The data entry for this request is similar to the other methods. However these requests are not posted in
MySJSU (PeopleSoft HSJPRD) or on the Human Resources website. Before you begin this request in the
system, make sure that appropriate internal discussions and approvals have occurred in your area. This
process is supervised by Faculty Affairs, and any questions related to your recruitment request should be
directed to them, not Human Resources.

1. Enter the Department. e

Department (1111 L History Effective Date |05/31/2012 [5]
2. Select the Request a -
Division Academic Affairs

Tenure Track Faculty

Position radio button. Lnguidiiket

3 ) AnSWGr the tWO q UeStionS. "~ Replace Existing Position Employee with NO Changes to Duties
O Replace Existing Position with Changes to Dities
NOte: The M P P q UeStlon (@ Request a New Position
g rays OUt' (o Request a Tenure Track Faculty Position

4. Enter the Primary Contact

¢ - Is this an MPP Position? Tves o
Information.
0 at 0 | this a Conflict of Interest position? Cyes FNo
5_ CIle CO ntinue_ I5 this an Emergency Oparations position? Cves  FNo
Contact Information for Recruitment
Extended o
Telephone Zin Email Address
1 IPrimary Contact 'l |RC Recruiter |x1111 |DDD1 |rc.recruiter@sjsu.edu

The Position Information Eesitignintermation it | view ai_ First B 4 or o B Lot
page displays.

Position Number  NEW POSN Effective Date 0&0312012
Note: The fields will be blank. e _— e

RegularTemporary ﬂ Ending Date of Appointment
6 . Enter the J 0 b CO d e. Grade Step FullPart Time j

Union Code
Standard Hours {perweek) FTE
Title Short Title

CSU Pogition Data

Work Location

Department 1111 Location Code 0117

Reports To

SJSU Information Support Services Request to Recruit
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Data associated with this job
code automatically
populates.

7. Update fields, as
appropriate:
e Grade
e Full/Part Time
e Standard Hours
e Title
e Short Title
e Reports To

8. Click the CSU Position
Data hyperlink

The CSU Position Data page
displays.

9. Enter the funding data

10. Click the Return to
Position Information
button

11. Continue processing the
request

Position Information

First 4] 1 of 1 [ ] Lazt

Find | “iew &1

Paosition Number MEW POSHN Effective Date

Job Information

[osr31i2012 )

Job Code 2360 |Q InstrFac Af FLSA Status Exempt

Regular Temporary lm Ending Date of Appointment EEI

Grade [ a  sep] @ FullPart Time IWI
Union Code RO3  CFA

Standard Hours | 4000 (perweek) FTE 1.000000

Title |Asst Frofessor Short Title ’W

C5U Position Data

Work Location

Department 1111 Location Code 0117
Reports To 00002554 O Jonathan Roth

Department Budget Chartfields

Fund Code | 3
Department 1111 Q History
Class Field aoooo &

Budget | evel

¥ position Pool

Position Pool ID a,

SJSU Information Support Services
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Attachments

You must attach the Tenure
Track specific documents
before you click the Submit
button, which begins the
approval process.

Tenure Track Attachment Types

ORACLE’

Favorites | Main Menu > S1SU Hurnan Resources > Recruiting > Regues

Recruitment Request Attachments

‘Attachment Type:

Attachment Purpose;

Classified Ad Proposal
Interview Questions

Save & Return

Note: Tenure Track attachments begin with TTR.

e Announcement of Position Availability.

e Dean’s Cover Memo.
e Five Year Plan.

e Position Management Action Form.

= Organizational Chart

| Other
Paosition Description

j Screening Criteria

Search Committee Members
Supplemental Questionnaire

TTR-Announcement of Position Availahility
TTR-Dean's Cover Merno
TTR-Five-‘ear Flan

TTR-Fosition Manadement Action Form

e Other: Select if you need to attach a document that does not match a TTR description.

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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View Existing Requests

This section demonstrates how to view existing recruitment requests using the Request to Recruit search page
and the Recruitment Request Inquiry page.

1. Navigate to the Request to ORACLE —
Recruit: Main Menu > Favorites © Main Menu
SJ SU Human Resources Faculty Info Search Menu: @ I Ernplovees Info & Tasks ] Manager Info & Tasks l
> Recruiting > Request Persanalize -
i 3 Setu 4
to Recruit. M [ CSU Faculty Reparts ¢ -— P ) !
Search: ) g 54 Bassline , Bl speauitomeneos
£ CSU Ternp Faculty i D Recruitment Request Inguiry
DMy Favor ) aiorrsicy . T |5] Request to Recruit =
[ CEU Fact B it P ” D Manage Recruitments ;
E ggg 'Sl'é\rrﬁ 3 self zervice » D App. Surn. by Source Within Req .
b Alert-Sds! ) D Applicant Surnmary by Source
€ 1 Manager Self Service 4 _
Ul [ 525U Campus Solutions » Bl Corerr PROFIE 1ot
[> Self Sarvi N o [5] Get spplicant File Attachrents
[ Manager Lrnan Resources -
Bompmea L
BSIBUHUL ) yyoforce administration. (3 Enterprise Learning - -
[> Recruiting £ Globa P I 2 A I D FR._RLM_FRHRS003_GBL
9 Bensfits obal Payra SENCe
I hiorkforce -2 [£] FR_RUN_FRHRSO06_GEL
[ Benefits [ Compensation 3 Crganizational Developme it = |
> Compens 5 stock 3 Payroll for Morth America (B FR_RUN_FRHRS012_GBL
S ch 3 Time and Labar [ Recruiting =
[> Time and 5 d Lah 5 t
I Payroll far 3 Payroll for Morth smerica £ Time and Labar e
I Global Ps [ Global Payrol & shsence 1 (1 Workforce Administration b
Mgmt ™ Dawrall Trtarfara »
The Request to Recruit ORACLE -
SearCh page d |Sp|ay5 . Favorites [Main Menu > S35 Human Resources > Recruiting > Reguest to Recruit
. Request to Recruit
2. Choose how you wish to
. Enter any infarmation you hawve and click Search. Leave fields blank for a list of all values.
search:
° By Departm ent Find an Existing Value Addah
Limitthe nurmber of results to (upto 300): |300
b By Job Code Search by: |.J0b Opening Requisition IDj:|
H Department
°
By Jo_b _Qpenlng [0 Cods
Req uisition ID ﬂlﬁ Job Opening Requisition D
Find an Existing Yalue | Add a Mew Walue

SJSU Information Support Services Request to Recruit
info-support@sjsu.edu, 408-924-1530 Page 19



The Request to Recruit
search results display.

3. Click the Job Opening
Requisition ID number to
view a request.

Note: In this example we
searched by Department.

The Approvals page of the
selected request displays.

4. Navigate throughout the
request, as needed by
clicking on the hyperlinks.

Note: If this is a saved request,
you can edit it and submit it
when ready. If it is a submitted
request, it cannot be altered,
but documents can still be
attached.

ORACLE

Favorites | Main Menu > SISU Human Resources  »  Recruiting > Reguest to Recruit
- H - - -

Home |

| Mutichannel Console | Add to Favord

e indo

Request to Recruit

Enter any information you have and click Search. Leave fields hlank for a list of all values

Find an Existing Value Add lue
Limitthe number of results to {up to 300): (200
Search by: [Depariment x| begins with|1 207

Search | Advanced Search

Search Results

Department |Job Opening Requisition ID |Department Description  |Joh Code |Jobcode Description

Position/Mescription

1207 101 Administrative Applications 1038 Admin Analyst'Spelst 12 Mo 00007234 - Training & Support Lead Submitted
1207 148 Administrative Applications 0420 Info Tech Consultant 12 Mo 00007234 - Finance Project Lead Submitted
1207 294 Administrative Applications 0420 Infa Tech Consultant 12 Mo 00007772 - Sofware Analyst/ Trainer Submitted
1207 347 Administrative Applications 3312 Administrator Il 00008362 - TEST - PLEASE IGNORE Submitted
1207 an Administrative Applications 0420 Info Tech Consultant 12 Mo 00007233 - St Sofware Analyst/ Trainer  Saved For Later
1207 384 Administrative Applications 3312 Administrator Il 00005748 - Dir of ERF Systems Support - Submitted
1207 402 Administrative Applications 0420 Infa Tech Consultant 12 Mo 00005605 - Sofware Suppart Specialist  Submitted
1207 821 Administrative Applications 3306 Administrator Il 00005748 - Director of CME Project Office Submitted

ORACLE’

Favaorites © Main Menu > 515U Human Resources @ Recruiing > Request to Recruit

Hotne |

Job Opening Requisition ID 927

Print Recruitment Request Help

Basic RecruitInfo  Position Information  Search Plans  Posting Information  Applicant Atachments  Aftachments  Approvals

Recruitment Request Approvals

Inititally Submitted for Approval 05M101212:03:13PM

RecruitmentRequestApproval

||> RecruitmentRequest: Approved

Joh Opening ID 22337

Back | Return to List

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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Recruitment Request Inquiry

Note: This inquiry page displays saved or submitted requests. Use it to see a snapshot of the status of a
request, without having to navigate into the request. This search method displays the status of the Request. If
it is open in an approval state, the name of the pending approver displays.

1. Navigate to the
Recruitment Request
Inquiry: Main Menu >
SJSU Human Resources
> Recruiting >
Recruitment Request
Inquiry.

The Recruitment Request
Inquiry search page
displays.

2. Enter the criteria you wish
to use for searching:

e Department
e Job Code
e Job Opening ID

¢ Recruitment Request
Status

3. Click Refresh Data

ORACLE

Favorites © Main Menu
~ ; -

Home

Faculty Info Search Menu;

Fersonalize |

M 1 CSU Faculty Reports

Search: ) c5u 54 Bassline

3 5l Temp Faculty
[+ Wiy Favaorii
Alert-5150

bCSUFan — e

b osugaE 1 Campus Info

> C8U Tem [0 Self Service

Eglen—SJSl 3 Manager Self Service

ampus ;

b Self Ser 1 S15U Campus Solutions

> Manager ([ 515U Human Resources

b SJSUCal (3 Recruiting =
v Bl .H"” 1 Waorkforce Administration &
[> Recruiting [
b Warkfarce ) Benefits

[> Benefits 1 Compensation &
[ CAMPens 3 Stack =)
[» Stock ) M
By 3 Time and Labor

[ Payrall far 2 Payroll for Marth smerica =
[ Global P 3 Global Payrall & shsence =

Mgmt Payroll Interface
[> Payroll Ini E ,,,y,, T
ORACLE’

[ Emplovee Info & Tasks H Manager Info & Tasks l

- 3 Setup 3

[=] eRecruit Homepage

D Recruitment Request Inquiry

[5] Reguest to Recruit

Manage Recruitrments
” D App. Sum. by Source Within Req

D Applicant Summary by Source

— [&] Correct PROFILE rows I
D Get Applicant File Attachments

Benefits D FR_RUM_FRHRO125_GBEL

Enterprize Learning D FR_RUN_FRHROD3E_GEL [

Global Payroll & Absence [ D FR_RUN_FRHRS003_GEL

COrganizational Developrme D FR_RUN_FRHRS006_GEL foi—xorl

Payrall for Morth Ammerica D FR_RUN_FRHRS01=_GEL

Recruiting _—
Tirme and Labor b ment

Workforce Administration 4

®

Advisc Mana

»ster

* v v v v v v v A

3

Favarites  Main Menu > 515U Human Resources > Recruiting > Recruitment Reguest Induiry

Recruitment Request Inquiry

e Window |

Department (<}
Job Code Q,
Job Opening ID Q,

Recruitment Request Status | Al Requests

All Reguests

Craft Request
Finalized

Open in approval state
Waiting Approval

Job ReqgID |Department De

j Refresh Data |

Reports To Position

2osition Number |Posn Descr HNumber

SJSU Information Support Services
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The search results display.

4. View request to recruit
information. (See column
descriptions below.)

5. Scroll across and down to
see the rest of the data

The rest of the search
results display.

6. Click Details to view the
request in a new window

ORACLE’

Fawarites

Recruitment Request Inquiry

Department

Job Code

Job Open

Recruitment Request Stalusl Open in approval state

ing ID

Main Menu > SI5U Human Resources >

Recruiting > Recruitment Request Inguiry

[ &

Administrative Applications

Department Dept Descr

EH

Refresh Data:

Iew Window | Help | Customize Page |

00005748

00005748

000057 48

00005748

00005748

00004466

402 1207

a12 1207

913 1207

a14 1207

az4 1207

Adrninistrative Applications 0420

Administrative Applications 3312

Adrninistrative Applications 0420

Administrative Applications 0420

Adrninistrative Applications 0420

Cartie Medders

Carrie Medders

Carrig Medders

Cartie Medders

Carrie Medders

Michael Dunefsky

Route to HR for
Approval

Route to HR for
Approval

Route to HR for
Approval

Route to HR for
Approval

Route to HR for
Approval

Route to HR for
Approval

000056049 Software Suppaort Specialist
00004421 Mgr, Training & SupporbHR PM
00000943 SrBusiness Systems Analyst
00000552 SrBusiness Systems Analyst
00007235 Software Support Specialist

Brenda Lohry, Marcela Bolanos, Magdalena
Carrera, Amanda Frank, Rosalina
Calderon, Liisi Warren, Laura Black

Brenda Lohry, Marcela Bolanos, Magdalena
Carrera, Amanda Frank, Rosalina
Calderon, Liisi Warren, Laura Black
Brenda Lohry, Marcelz Bolanos, Magdalena
Carrera, Amanda Frank, Rosalina
Calderon, Liisi Warren, Laura Black

Brenda Lohry, Marcela Bolanos, Magdalena
Carrera, Amanda Frank, Rosalina
Calderon, Liisi Warren, Laura Black

Brenda Lohry, Marcela Bolanos, Magdalena
Carrera, Amanda Frank, Rosalina
Calderon, Liisi Warren, Laura Black
Brenda Lohry, Matcela Bolanos, Magdalena
Carrera, Amanda Frank, Rosalina
Calderon, Liisi Warren, Laura Black

00004486

00005748

00005748

00005748

00005748

Michael Dunefsky
Carrie Medders
Carrie Medders
Carrie Medders

Carrie Medders

0 Open in approval state

et
Detas
et
et
Dt

0 Open in approval state

0 Open in approval state

0 Open in approval state

0 Openin approval state

0 Open in approval state
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Field Description List: Column Descriptions (above)

Field Name Description

Job Req ID Number for the request.

Department Dept ID.

Dept Descr Name of department.

Job Code

Position number If the position hasn’t been created, the req ID displays.
Posn Descr Position title or blank for new position request.

Reports to Position Number

Reports To Name

Approval Level Point where the approval process is.
Approvers Pending Approver.
Job Opening ID Number for the job opening, if it has been created.

Recruitment Request Status | Stage the request is currently in.

Details Clicking the button takes you into the request pages.

SJSU Information Support Services Request to Recruit
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