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Create Job Opening Process

STEP | ACTION

1. Department Resource - Signs on to PeopleSoft

2. Clicks on Manager Self Service Tile from the HCM Homepage
3. Click on Recruiting Home Tile

4 Click on Create Job Opening

FAMU [i:9¥uinad

Recruiting Home Personalize Content | Layout ? Help
. . AN
\3 Quick Links ov Eq My Job Openings c ov ! My Alerts c ov
Q Browse Applicants Personalize | Find | View all | &2 | First ‘&' 110049 * Last 1 New Applicant
t;b Biains i .;;t; :p;n:ngARCH :e:mmnq Loc;non Category Hiring Manager Days Open  No Action Taken Total Applicants 5318 Questionnaire Requests
% Sishasses, F1. - O Violeta M Tsolova 356 2 3
B i i ittt ASSOCIATE (Gra. Main Campus 1 Offer to Prepare
& PP 2060 - Admi  FL- 0 E = =
['[} s A Assistan. Main Campus 8 Hires to Prepare
earch Applications
2061 - SR FINANCIAL AID Tallahassee, FL - = =
% SErioE NG Caifblis {0 LsaAStewart 365 1 4 ® Links S o~
Seeich.Job Openings 2063 - COORDINATOR Tallanassee, FL - O lericaon o - 0
a STUDENT AF. Main Campus -t = HR Quicklinks
g Create Appiicant 2064 - SR CUSTODIAL Tallahassee, FL - 0O e 2 " 8 Manage Hires
WORKER (Ho... Main Campus o Job Data
@‘ Cloais \lob Opening 2080 - Director, Business and  Tallahassee, FL - D W Rebecca 358 80 79 o Add/Update Position Info
B Main Campus Brown
=| Applicant Lists = A izati
i 2090 - Associate Director, In... Ton assee: FL {3 Miton Overton 349 15 19 OrpenizEtional Oty
m Interview Calendar e EXpert.Org Ghait
! 2091 - ASSISTANT Tallahassee, FL - M = i
PROFESSOR (Al Main Campus U Cynthia H Harris 347 2 3 Company Directory
Q Pending Approvals 2092 - I , FL- @) 329 14 17 = Set Up Tables
[(s] Main Campus 2 Job Code Table
J@ Saved Searches 2093 - Senior Admissions Tallahassee, FL - =] lary Grad
offic. Main Campus {0  BamaraRCox 347 3 5 Salary Grades
i - = Other Links
Sﬁ Biowse JobOpeningsii @ =My Job Openings Analytics ———
») [ = i s ] -
® q My Applicants o (o~ {8 Queries s o
Primary Job Opening Information
@Y Recruiting Home
Job Details @
Job Opening Type | Standard Requisition V|

*Business Unit |[FAMO1 FAMU Business Unit
*Job Family
Department

*Position Number

Job Code

ol o|| o|| || o|| #

*Recruiting Location

*Job Posting Title

5. Click on magnifying glass for the Job Family field to view and select Job Family
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Create Job Opening Process

Look Up Job Family X ‘

Help

Search by: | Job Family v| begins with “ ‘

[ Search ‘ Cancel tAdvanced Lookup

Search Results

View 100 1-60f6 v

Job Family Description

A&P Administrative & Professional
FAC Faculty
LEO Law Enforcement Officers
NON None Employee
OPS Other Personal Services
USPS Univ Support System Personnel
4
6. Type in position number or click on magnifying glass for position number field to view and
select from a listing of Positions.
7. Retype job posting title by removing caps.
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Create Job Opening Process

Primary Job Opening Information

YRecruiting Home

Job Details @

Job Opening Type | Standard Requisition

*Business Unit |FAMO1 Q | FAMU Business Unit
*Job Family |USPS Q| univ Support System Personnel
Department |350700 Q Administrative Support & Human
*Position Number |17158000 Q | ACCOUNTANT
Job Code 1427 ACCOUNTANT
*Recruiting Location 1001 Q Tallahassee, FL - Main Campus
*Job Posting Title {Accountanﬂ

|

[ Continue ]

Job Information

Click on Continue
Job Opening

| Save and Submit Save as Draft

| fB¥Recruiting Home | [=INotification | Start Over

Job Opening ID NEW
Job Posting Title Accountant
Job Code 1427 (ACCOUNTANT)
Position Number 17158000 (ACCOUNTANT)
Primary Recruiting Location 1001 (Tallahassee, FL - Main Campus)

Job Information Hiring Team Screening Job Postings [ Qualifications

Save and Submit | | Save as Draft | #}Recruiting Home | [=INotification | Start Over

Business Unit FAM01 (FAMU Business Unit)
Department 350700 (Administrative Support & Human)

Status 005 Draft

Job Family USPS (Univ Support System Personnel)

Top of Page

10. Hiring Team

11. Click on the Hiring Team tab
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Job Opening

Save and Submit Save as Draft

| f@YRecruiting Home | [=INotification | Start Over

Job Opening ID NEW
Job Posting Title Accountant
Job Code 1427 (ACCOUNTANT)
Position Number 17158000 (ACCOUNTANT)
Primary Recruiting Location 1001 (Tallahassee, FL - Main Campus)

Job Information ‘ Screening

Save and Submit

Job Postings Qualifications

Save as Draft

| @@ Recruiting Home | [=]Notification | Start Over

Job Opening

1 Save and Submit ‘ Save as Draft

| ff}Recruiting Home | [=INotification | Start Over

Job Posting Title Accountant
Job Code 1427 (ACCOUNTANT)
Position Number 17158000 (ACCOUNTANT)
Primary Recruiting Location 1001 (Tallahassee, FL - Main Campus)

Job Information ‘ Hiring Team |

Process
| Hel
Status 005 Draft
Business Unit FAMO1 (FAMU Business Unit)
Department 350700 (Administrative Support & Human)
Job Family USPS (Univ Support System Personnel)
Top of Page
Hel

Status 005 Draft
Business Unit FAMO01 (FAMU Business Unit)
Department 350700 (Administrative Support & Human)
Job Family USPS (Univ Support System Personnel)

Screening Job Postings Qualifications
12. Click on Add Recruiter Team
[ Job Information ‘ [ Hiring Team ] ’ Screening ‘ ‘ Job Postings ‘ { Qualifications
Assignments @
Recruiters ?
No Recruiters have been added to this Job Opening
Add Recruiter Team ‘ I

13.

Check the box under Select for the HR Recruiting Team
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Create Job Opening Process

Add Team
Team
Select Team ID Description
el 1001 HR Recruiting Team
14. Click OK
15. Select Makayla Webb as primary recruiter
Recruiters @
*Name Recruiter ID Primary
IMakayla J Webb o I i}
Add Recruiter l [ Add Recruiter Team
16. Click on Add Hiring Manager
Hiring Manager (2
No Hiring Managers have been added to this Job Opening
Add Hiring Manager
Hiring Managers (@
*Name Manager ID Primary
Q a
Add Hiring Manager
17. Click on magnifying glass to lookup manager
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Look Up Manager ID X

Help
Empl ID | begins with v |

*First Name | begins with '] |
wsLast Name ' begins with V‘

Display Name begins with v |

WK Clear H Cancel ‘ Basic Lookup

Look Up Manager ID X

Help
Empl ID | begins with

<

<

First Name | begins with

Ann

«

Last Name | begins with

B

<

Display Name | begins with

%‘ Clear H Cancel j Basic Lookup
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Look Up Manager ID X

Help

-

Empl ID | begins with

-«

First Name | begins with Ann

Last Name @ begins with v Bry

-

Display Name | begins with

Clear Cancel Basic Lookup

Search Results

View 100 1-10f1 v

Empl ID First Name Last Name Display Name

Ann Marie | Bryan Ann Marie A Bryan

18. Look up Manager
Enter EMPL ID if known
Or Type in Manager’s First Name, or Type in Manager’s Last Name and click Search

Hiring Managers @

*Name Manager ID Primary

|W1n Marie A Bryan Q ) i}

Add Hiring Manager

19. Scroll to bottom of page
Click on “Save as Draft”
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Save and Submit Save as Draft 3 | f@¥Recruiting Home | [=INotification | Start Over Top of Page

Please Note that prior to Saving as draft the Job Opening ID is set to “NEW”

Job Opening
Save and Submit Save as Draft | f@¥Recruiting Home | [=INotification | Start Over
Job Opening ID NEW Status 005 Draft
Job Posting Title Accountant Business Unit FAMO1 (FAMU Business Unit)

Job Code 1427 (ACCOUNTANT)
Position Number 17158000 (ACCOUNTANT)
Primary Recruiting Location 1001 (Tallahassee, FL - Main Campus)

Department 350700 (Administrative Support & Human)
Job Family USPS (Univ Support System Personnel)

Job Information ‘ Hiring Team Screening Job Postings ‘ Qualifications
Job Opening
Save and Submit ‘ ‘ Save as Draft }

| ff¥Recruiting Home | [=INotification | ¢GPrint Job Opening

Job Opening ID 2438
Job Posting Title Accountant
Job Code 1427 (ACCOUNTANT)
Position Number 17158000 (ACCOUNTANT)
Primary Recruiting Location 1001 (Tallahassee, FL - Main Campus)

Status 005 Draft
Business Unit FAMO1 (FAMU Business Unit)
Department 350700 (Administrative Support & Human)
Job Family USPS (Univ Support System Personnel)

‘ Job Information ‘ , Hiring Team ‘ ’ Screening ‘ ‘ Job Postings ‘ [ Qualifications
20. Job Postings
21. Select Job Postings tab
Job Opening
‘ Save and Submit ‘ ‘ Save as Draft l

fBYRecruiting Home | [=INotification | @Print Job Opening

Job Opening ID 2438
Job Posting Title Accountant
Job Code 1427 (ACCOUNTANT)
Position Number 17158000 (ACCOUNTANT)
Primary Recruiting Location 1001 (Tallahassee, FL - Main Campus)

Status 005 Draft
Business Unit FAMO1 (FAMU Business Unit)
Department 350700 (Administrative Support & Human)
Job Family USPS (Univ Support System Personnel)

Job Information H Hiring Team || Screening Job Postings Qualifications
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Job Opening ID 2438 Status 005 Draft
Job Posting Title Accountant Business Unit FAMO1 (FAMU Business Unit)
Job Code 1427 (ACCOUNTANT) Department 350700 (Administrative Support & Human)
Position Number 17158000 (ACCOUNTANT) Job Family USPS (Univ Support System Personnel)

Primary Recruiting Location 1001 (Tallahassee, FL - Main Campus)

‘ Job Information Hiring Team Screening Job Postings H Qualifications

Job Postings @

No job postings exist for this job opening.
Add Job Posting

Save and Submit Save as Draft | ff¥Recruiting Home | [=INotification | ¢@jPrint Job Opening

22,

Click on Add Job Posting

23.

Click on Description Type

Select appropriate template based on the Description Type.

The following description type(s) must be included in each job opening with the appropriate
template value:

Description Type Template

Position Vacancy Announcement R1-Position Vacancy Announcement
Responsibilities R2-Responsibilities

Minimum Qualifications R3-Minimum Qualifications

Recommended Competencies R4-Recommended Competencies

Pay Plan R5-Choose appropriate Pay Plan

How to Apply R6-How to Apply

Conditions of Employment R7-Conditions of Employment

Reasonable Accommodation R8-Reasonable Accommodation

Equal Opportunity/Access R9-Equal Opportunity/Equal Access University

***Note: You may add additional description types once the required descriptions have been
entered.
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Posting Information

Job Postings (%

*Posfing Title |Accountant

Job Descriptions (%) 1of1 ¥
*Description Type v Template v
*Visibility =
= & @ Font -j[se= -|[B I U & *
E B2 2= - Z Re-Advertisement o

Paosition Vacancy Announcement
Responsibilities

Minimum Qualifications
Recommandad Competencies

Add Posting| »sting Description

Preferred Qualifications
Job Posting Destinations (@

Posting Duration

*Destination Anticipated Salary Range Relative Open Date Post Date Remove Date (Days)

Licenses and Cerlifications v =]
‘ Add Posting Dl pay pian
Conditions of Employment

How To Apply

24, Select Position Vacancy Announcement
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Create Job Opening Process

Posting Information

Job Postings @

*Posting Title |Accountant

Job Descriptions @

1oft ¥
*Description Type | Position Vacancy Announcement v Template | R1-Position Vacancy Announcement v
*Visibility | Internal and Extemal v
= = &
Qe @ Qb =EmME= Q|| Fomat .|| Fomt -|[sze -|[B 7 U S
E 2 AW == £ A- B- =
)
rLORIDAASNJunivERsITY
FLORIDA AGRICULTURAL AND MECHANICAL UNIVERSITY
Department/Recruiter may add unique wording for this job posting.
Add Posting Description Delete Posting Description
Job Posting Destinations &
*Destination *Posting Type Relative Open Date Post Date Remove Date (P;;y";;g Duration
v v v = i

Add Posting Destination

oK Cancel | Preview

25. Click on Visibility

e External Only — Select if Posting only to External Applicants

¢ Internal Only — Select if Posting only to Internal Applicants

¢ Internal and External — Select if Posting only to both Internal and External Applicants

Job Descriptions @

“Description Type | Position Vacancy Announcement v
“Vigibility | Internal and External v
External Only
Hlkha &

Internal Only i

Internal and External

26. Select Internal and External
27. Click on Template
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Create Job Opening Process

Posting Information

Job Postings @

*Posting Title | Accountant

Job Descriptions @ 10f1 v
*Description Type | Position Vacancy Announcement ¥ ﬂT@mph‘e R1-Position Vacancy Announcement v
*Visibility | Internal and External v
"2 . = by = &
L@ @ Qb EFHEe Q|| Nomal(.. ~|| Font ~||sze -||B I U &
E = =EE £ =2 £ A- B-

rLORIDA ASNJuniversiTY

FLORIDA AGRICULTURAL AND MECHANICAL UNIVERSITY

Department/Recruiter may add unique wording for this job posting.

Add Posting Description Delete Posting Description

28. Repeat steps 22 — 27 until all posting descriptions has been added
29. Click on Destination

Job Posting Destinations (@

“Destination “Posting Type Relative Open Date Post Date Remove Date r[::;lsr;g Duration

Internet h
30. Select Internet
31. Click on Posting Type

Job Posting Destinations @

*Destination *Posting Type Relative Open Date Post Date Remove Date F;:;';}g Lo
Intemet v i}
Add Posting Destination
External Posting
oK Cancel Internal Posting
32. Select a value of External Posting or Internal Posting
Job Posting Destinations &
“Destination “Posting Type Relative Open Date Post Date Remove Date r;:;';;g Lt
Internet External Posting v v o

Add Posting Destination

33. Click on Relative Open Date
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0 - On Approval Date

1 - One day after approval
10 - Ten days after approval
2 - Two days after approval
3 - Three days after approval
4 - Four days after approval
5 - Five days after approval

6 - Six days after approval

7 - Seven days after approval
8 - Eight days after approval

9 - Nine days after approval

34. Select the value “0 - On Approval Date”

Job Posting Destinations &

*Destination *Posting Type Relative Open Date Post Date Remove Date [P[?:y"srig Lumitos

Internet External Posting v 0 - On Approval Date v 08/09/2018 if

Add Posting Destination

35. Optional: Click on Calendar icon on the Remove Date field
Job Posting Destinations @
“Destination “Pesting Type Relative Qpen Date Post Date Remove Date rg:;i;ig Duration
Intemet External Posting v 0 - On Approval Date v 08/09/2018 o

Add Posting Destination

Calendar
Job Posting Destinations @ August M G
s M T W T F S
“Destination *Posting Type Relative Open Date Post Date Remove Date o s s
5 6 7 8 E 10 11
Internet External Posting v 0 - On Approval Date v 08/09/2018

12 13 14 15 16 17 18
Add Posting Destination 19 20 21 22 23 24 25

26 27T 28 29 30 31

OK Cancel Preview 4 Current Date }
36. Select a Date that the Job Opening should be removed from the Careers website
Job Posting Destinations @
“Destination “Posting Type Relative Open Date Post Date Remove Date (PS:;ISr;g Dation
Internet External Posting v 0 - On Approval Date v 08/09/2018 ‘D8/17z‘2018 ‘ \ s @

Add Posting Destination

37. Optional: Can skip the Remove Date field and enter the number of days in the “Posting
Duration” field.

Position must be advertised for a minimum of seven calendar (7) days unless re-advertising a
previous announcement. The posting duration days must reflect the number 8 in order to comply
with advertising requirements.
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38.

Job Posting Destinations (2

*Destination

Internet

Internet

Job Posting Destinations @

*Destination

Internet

Internet

Add Posting Destination

“Posting Type Relative Open Date

External Posting 0 - On Approval Date

Intemnal Posting 0 - On Approval Date

Add Posting Destination

“Posting Type Relative Open Date

External Posting 0 - On Approval Date

Internal Posting 0 - On Approval Date

Click on Add Posting Destination

Post Date

v 08/09/2018

v 08/09/2018

Post Date

v 08/09/2018

Remove Date

08/17/2018

Remove Date

Posting Duration
(Days)

s

Posting Duration
(Days)

39.

40.

Job Posting Destinations @

“Destination

Internet

Internet

Add Posting Destination

*Posting Type Relative Open Date

External Posting 0 - On Approval Date

Internal Posting 0 - On Approval Date

Repeat steps 30-38 to Add Posting Destination for Internal Posting

OK

Click on Preview push button

Cancel Preview
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Vacancy Announcement

Job Title Accountant
JobID 2343
Location Tallahassee, FL - Main Campus
Full/Part Time  Full-Time

Regular/Temporary Regular

Return to Previous Page Switch to Internal View

Position Vacancy Announcement

FLORIDA AS; UNIVERSITY

FLORIDA AGRICULTURAL AND MECHANICAL UNIVERSITY

DEPARTMENT/RECRUITER MAY ADD UNIQUE WORDING FOR THIS JOB POSTING.

Return to Previous Page Switch to Intemal View

41. Optional: Click on Switch to Internal View link

Vacancy Announcement

Job Title  Accountant
JobID 2343
Location Tallahassee, FL - Main Campus

Full/Part Time Full-Time
Regular/Temporary Regular

Return to Previous Page Switch to External View

Position Vacancy Announcement

FLORIDA AE} UNIVERSITY

FLORIDA AGRICULTURAL AND MECHANICAL UNIVERSITY

DEPARTMENT/RECRUITER MAY ADD UNIQUE WORDING FOR THIS JOB POSTING.

Return to Previous Page Switch to External View

42. Click Return to Previous Page
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Create Job Opening Process

Manage Job Opening
Save | 4=Return | @}Recruiting Home | @dSearch Job Openings | ® Create New | ¥¥Clone | GAdd Note | [JNo Category | @Print Job Opening
Job Opening ID 2343 Status 006 Pending Approval
Job Posting Title Accountant Business Unit FAMO1 (FAMU Business Unit)
Job Code 1427 (ACCOUNTANT) Department 350700 (Administrative Support & Human)
Position Number 17158000 (ACCOUNTANT) Job Family USPS (Univ Support System Personnel)
Activity & Attachments Details
Job Information | Hiring Team | Screening | JobPostings | Qualifications | Approvals
Job Postings @
Postings Primary Posting Title
Accountant * a
Add Job Posting
Save | 4eRetun | f}Recruiting Home | §ySearch Job Openings | & Create New | ¥¥Clone | GAAdd Note | [(JNo Category | @ Print Job Opening
43. Click on OK
o] ow |
: 113 t3]
44, Click on “Save as Draft
Job Opening ID 2343 Status 005 Draft
Job Posting Title Accountant Business Unit FAMO1 (FAMU Business Unit)
Job Code 1427 (ACCOUNTANT) Department 350700 (Administrative Support & Human)
Position Number 17158000 (ACCOUNTANT) Job Family USPS (Univ Support System Personnel)
Primary Recruiting Location 1001 (Tallahassee, FL - Main Campus)
Job Information ‘ Hiring Team Screening ‘ ‘ Job Postings Qualifications
Job Postings @
Postings Primary Posting Title
Accountant v a
Add Job Posting |
Save and Submit | | f¥Recruiting Home | [=INotification | & Print Job Opening Top of Page
Click on the Save and Submit button
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Job Information Hiring Team Screening ‘ ‘ Job Postings ‘ ‘ Qualifications ‘
Job Postings @
Postings Primary Posting Title
Accountant @ a
Add Job Posting
Save and Smeitj Save as Draft ‘ Delete ‘ | #Y¥Recruiting Home | Q Search Job Opening | [=INofification | sf/Next Job Opening | >> Top of Page
46. Click on Recruiting Home link
‘ Job Information ‘ Hiring Team ‘ Screening ‘ Job Postings ‘ Qualifications
Job Postings @
Postings Primary Posting Title
Accountant “ a
g Add Job Posting [ |
‘ Save and Submit H Save as Draft ‘ Delete ‘ Searcn Job Opening | [=INotification | #f]Next Job Opening | >> Top of Page
47. End of Create Job Opening Process
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