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Creating a Job Opening -Data Coordinator 
Summary: 
-Department /Hiring Manager discusses approval of filling a vacated position via email or in person with the School Administrator 
-Designated person in the department/school has created or updated the position description 
-Data Coordinator creates job opening and submits for approval 
Step 1 - When the Data Coordinator signs 
into the HRIS Self Service page they will 
be brought to the Self Service Home 
page. 
 
-Click the Recruiting/Job Openings title 
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 icon 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, a position description warning 
message appears. 
 
-To continue, click the OK button. 
 
(See Page C) 
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Step 4 - When the OK button is clicked, 
the Job Information page appears. 
 
-To view a position description, click the 
Position Description link.  (If you have 
the position update access role you will 
be able to create or modify the position 
description.) 
 
-To view funding, click the Funding 
Information link. 
 
-The following fields will populate when 
the position number is entered: 
 

• Job Opening Type 
• Created By 
• Date Opened 
• Opening to Fill 
• Position Number 
• Job Code 
• Company 
• Department 
• Status Code 

 
-Click the Magnifying Glass icon next to 
the Recruiting Location field to select a 
recruiting location. 
 
-Click the down arrow next to the Status 
Reason field to select a status reason. 
 
-Click the Send Rejection E-mails box to 
have rejection e-mails sent to applicants 
when they are rejected. 
 
-Click the Route All Resume box to route 
resumes to the Hiring Manager or click 
the HR Screens Resumes box to have 
resumes screened. 
 
-Click the Post Salary TBD box to have 
TBD post on the job description or click 
the Post Minimum to Midpoint Salary 
Range box to have the minimum to 
midpoint salary range post on the job 
description. 

 
-The Employees Being Replaced field 
will display the last person in the position 
if this is a replacement position. 
 
-Click the Next Step button or the 
Authorization link to move to the next 
page.             (See Page D) 
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Step 5 - When the Next Step button or 
Authorization link is clicked, the 
Authorization page appears. 
 
-Enter the following roles by typing in the 
name or clicking the Magnifying Glass 
icon: 
 

• Recruiter: HR Recruiter for the 
position. 

 
• Hiring Manager: Can view on-

line applications, resumes, and 
cover letters.  Also has the 
ability to Select Applicants for 
Interview and Select an 
Applicant for Offer. 

 
• Authorizer: The final approver 

for the Department/School. 
 

• Resume Receiver: Optional 
person who can review on-line 
applications, resumes, and cover 
letters. 

 
-When finished, click the Next Step 
button or the Job Posting link to go to the 
Job Posting page. 
 
(See Page E) 
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Step 6 - To add multiple Hiring 
Managers, Authorizers, or Resume 
Receivers do the following: 
 
-Click the Add link under the appropriate 
field. 
         -A new row will appear under the  
          primary person. 
 
-Type the persons name in the field or 
click the Magnifying Glass icon to 
search for the person. 
 
 
 
 
 
 
 
 
 
 
(See Page F)  
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Step 7 - When the Magnifying Glass 
button is clicked, the Look Up page 
appears. 
 
-There are 4 ways to find the person: 
 

1. Click the name or emplid link of 
the person that is to be added. 

                       OR 
2. To search by the employees’ 

emplid, enter the employees’ 
emplid in the EmplID field and 
click the Look Up button.  Click 
the name or emplid link. 

                       OR 
3. To search by the employees’ first 

name, enter the employees’ first 
name in the Name field and click 
the Look Up button.  Click the 
name or emplid link. 

                       OR 
4. To search by the employees’ last 

name, enter %part or the entire 
last name% and click the Look 
Up button.   Click the name or 
emplid link. 

 
(See Page G) 
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Step 8 - When the employee name or 
emplid link is clicked, the Authorization 
page will reappear. 
 
-The person selected will populate into 
the appropriate field. 
 
-When finished, click the Next Step 
button or the Job Posting link. 
 
 
 
(See Page H) 
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Step 9 - When the Next Step button or the 
Job Posting link is clicked, the Job 
Posting page appears. 
 
-The following fields will default in: 
 

• Posting Title 
• Description- There will only be 

a posting description if one 
already exists, otherwise HR 
Support will enter the 
description. 

 
-The page is display only. 
 
-When finished, click the Save and 
Submit button. 
 
Note:  Any modifications that need to be 
made contact your HR 
Recruiter/Consultant. 
 
(See Page I) 
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Step 10 - When the Save and Submit 
button is clicked, the Authorizer/Recruiter 
approval page appears. 
 
-This page displays the status of the 
approvals: 
 

• Authorizer box-Pending 
indicates that an email has been 
sent to the Authorizer and the 
job opening is waiting approval. 

  
• Recruiter box-Not Routed 

indicates that the Authorizer has 
not approved the job opening. 

 
-The following changes occur after the 
Save and Submit button is clicked: 
 

• Job Opening Status changes to 
006 Pending Approval. 

 
• A Job Opening ID is assigned  

 
-To add comments to the job opening, 
enter the comment in the Comments text 
box. 
 
-When finished, click the Save button. 
 
(See Page J) 
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