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Printing a Position Description Form 
Summary: 
-The Position Description is created in Self Service. 
-A designated person in the department/school wants a printed copy of the position description. 
Step 1 - Sign into Self Service using your 
NetID and Password.  Navigate to the 
Position Description Form page by 
following the breadcrumbs listed below: 
 
 
Self Service 
Recruiting/Job Openings,  
Forms, 
Position Description Form 
 
 
 
(See Page A) 
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Step 2 - When the Position Description 
From link is clicked, the Position 
Description Form page appears. 
 
-If a run control id is already established 
click the Search button and click on the 
appropriate id. 
 
-To add a run control id, click the Add a 
New Value link. 
 
 
 
 
 
 
 
 
 
(See Page B) 
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Step 3 - When the Add button is clicked, 
the Add a New Value page appears. 
 
-Add any combination of letters and 
numbers in the Run Control ID field. 
 
-When finished, click the Add button. 
 
 
 
 
 
 
 
(See Page C) 

 
 
 
 

 
 
(See Page C) 

Step 4 - When the Add button is clicked, 
the Position Description page appears. 
 
-Type in the position number in the 
Position Number field or click the 
Magnifying Glass button to search for 
the position number. 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page D) 
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Step 5 - When the Magnifying Glass 
button is clicked, the Lookup Position 
Number page appears. 
 
-Click the down arrow on the Search By 
field to see the list of search criteria 
 
-Click on one of the search criteria. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page E) 
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Step 6 - When the search criteria is 
selected, enter in the appropriate 
information and click the Lookup button. 
 
-A list of positions will appear. 
 
-Click the appropriate link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page F) 
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Step 7 - When the link is clicked, the 
Position Description page reappears. 
 
-The selected position number defaults 
into the Position Number field. 
 
-Click the Run button. 
 
 
 
 
 
(See Page G) 

 
 

 
 
 
Page G 

Step 8 - When the Run button is clicked, 
the Process Scheduler Request page 
appears. 
 
-Enter the following information: 
 

• Server Name: PSUNX 
• Run Date: Will default to the 

day the form is printed 
• Recurrence: Leave blank 
• Run Time: Will default to the 

time the form is printed 
• Time Zone: Leave blank 
• Select: Box should be checked 
• Type: Web 
• Format: PDF 

 
-Click the OK button. 
 
 
(See Page H) 
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Step 9 - When the OK button is clicked, 
the Position Description page reappears. 
 
-A Process Instance number will appear 
under the Run button. 
 
-Click the Process Monitor link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page I) 
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Step 10 - When the Process Monitor link 
is clicked, the Process Requests page 
appears 
 
-Under the Run Status column the process 
will go through the following statuses: 
 

• Initiated 
• Processing  
• Posting 
• Success 

 
-Click the Refresh button until the Run 
Status shows Success and the Distribution 
Status shows Posted. 
 
 
 
 
 
 
 
(See Page J) 
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Step 11 - When the Run Status shows 
Success and the Distribution Status shows 
Posted the form is completed. 
 
-Click the Details link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page K) 
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Step 12 - When the Details link is 
clicked, the Process Detail page appears. 
 
-Click the View Log/Trace link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page L) 
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Step 13 - When the ViewLog/Trace link 
is clicked, the ViewLog/ Trace page 
appears. 
 
-Click nwerc002 link to view the form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page M) 
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Step 14 - When the nwerc002 link is 
clicked, the Position Description form 
appears. 
 
Click the button that looks like a Printer 
at the top of the page to print the form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page N) 
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