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Cloning Position Descriptions from Generic Job Descriptions or Current Position Descriptions 
Summary: 
 
As departments/hiring managers update their position descriptions for their department, they can clone a template of a generic job 
description or clone a current position description from another position number in the department. 
Step 1 - The designated person in the 
department/school will sign into HRIS 
Self Service and will be brought to the 
Self Service Home page. 
 
-Click on Recruiting/Job Openings on 
the menu and then click on the Create 
New Job Opening link. 
 
OR 
 
-Click the Create New Job Opening link 
under the Recruiting/Job Openings 
section on the portal page to the right. 
 
 
 
 
(See Page A) 
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Step 2 - When the Create New Job 
Opening link is clicked, the Primary Job 
Opening Information page appears. 
 
- Enter the following information: 
 

• Department ID 
• Position number  

 
-To search for a department id or a 
position number, click the Magnifying 
Glass button next to the appropriate 
field. 
 
-When finished, click the Continue 
button. 
 
(See Page B) 
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Step 3 - When the Continue button is 
clicked, the Job Information page 
appears. 
 
- Click the Position Description link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page C) 
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Step 4 - When the Position Description 
link is clicked, a new window opens up 
and the position description appears. 
 
-The following fields default from the 
Position Data page: 
 
 

• Position Number 
• Department Title 
• Department ID 
• Reports To 
• Job Code 
• Univ. Job Title 
• Sal Plan 
• Salary Grade 

 
 
 
(See Page D) 
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Step 5a – If the Position Description is 
NOT editable, go to Step 5b. 
 
To clone a Position Description for a 
Generic Job, enter the Job Code Number 
in the Job Code field or click the 
Magnifying Glass button to find the Job 
Code Number. 
 

 
 
 
 
 
 
 
 
 
 
 
 
(See Page E) 
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Step 5b – If the Position Description is 
NOT editable, click on the Edit link in 
the top right corner of the Job Summary 
box. 
 
To clone a Position Description for a 
Generic Job, enter the Job Code Number 
in the Job Code field or click the 
Magnifying Glass button to find the Job 
Code Number. 
 
 
 
 
 
 
 
 
 
(See Page F) 
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Step 6- When the Magnifying Glass 
button is clicked, the Lookup Job Code 
page appears. 
 
-Click the Lookup button to view the 
list of generic job codes. 
 
-Click on the Job Code link that is to be 
cloned. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page G) 
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Step 7 - When the Job Code link is 
clicked, the job code selected will 
populate into the Job Code field. 
 
-Click the Load button to clone the 
generic job description. 
 
-All the data from the generic job 
description will populate the fields. 
 
 
 
 
Note: When a Job Code # is entered the 
Position # field becomes grayed out. 
 
 
 
(See Page H) 

 
 

 
 
 
 
Page H 
 

Step 8 - To clone from a Unique 
Position Number enter the position 
number in the Position Number field or 
click the Magnifying Glass button to 
find the Position Number.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page I) 
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Step 9 - When the Magnifying Glass 
button is clicked the Lookup Position 
Number page appears.  You will only 
see positions that are part of your 
department or security access. 
 
-To search for a position # enter in one 
of the following search fields: 
 

• Position # 
• Description 
• Department 
• Job Code 

 
-When the information is entered click 
the Lookup button. 
 
-A list of positions will be displayed 
based on the search criteria. 
 
-Click the Position Number link that is 
to be cloned from. 
 
 
 
 
(See Page J) 
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Step 10 - When the Position Number 
link is clicked the position number will 
populate into the Position Number field. 
 
-Click the Load button to clone the 
position description. 
 
-All the data from the position 
description will populate the fields. 
 
 
 
 
 
Note: When a Position # is entered the 
Job Code field becomes grayed out. 
 
 
(See Page K) 
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Step 11 - Verify and/or update the 
following fields: 
 

• Job Summary 
• Position Scope 
 

        -Position Responsibilities for  
              faculty and students: If   
             applicable 
        -Financial Responsibilities: If  
            applicable 
        -Supervisory Responsibilities: If   
             applicable 

 
-To read an entire section, click the 
yellow Read button. 
 
 
 
 
(See Page L) 
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Step 12 - Verify and/or update the 
following fields under the Description of 
Principal Accountabilities section: 
 

• Principal Account 
• Percent of Time Spent 
• Essential Function: E or N 

 
-Add one principle account, percent of 
time, and essential function per row. 
 
-To add more than one principal 
account, percent of time, and essential 
function, click the blue Plus Sign button. 
 
-To delete a row, click the blue Minus 
Sign button. 
 
-When finished entering all the principal 
accounts, percents of time, and essential 
functions, click the Calculate button. 
 
- The total percent of time must equal 
100%. 
 
-Note:  Percent signs are not needed 
when entering the Percent of Time. 
 
-Note:  Click the Calculate button any 
time the percent of time has changed 
after the initial calculation. 
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(See Page M) 

Step 13 - Verify and/or update the 
following fields: 
 

• Minimum Qualifications 
• Minimum Competencies 
• Preferred Qualifications 
• Preferred Competencies 

 
-To add more than one competency, 
click the blue Plus Sign button. 
 
-To see the list of competencies click the 
Magnifying Glass button next to the 
competency code field and click the 
Lookup button. 
 
To delete a competency click the blue 
Minus Sign button. 
 
-To read an entire section, click the 
yellow Read button. 
 
 
 
(See Page N) 
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Step 14 - Verify and/or update the 
following fields: 
 

• Background Questions: 
Answer Yes or No 

• Working Conditions: If 
applicable 

 
-Click the Save button when finished. 
 
-Note: The Last User ID to Update and 
Date/Time Stamp will default in when 
the page is saved 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page O 
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Step 15 - To return to the Job 
Information page, click the X in the top 
right hand corner. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page P) 
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