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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 M

following the breadcrumbs listed below:

Search: Main Meruy = Self 3 techuiting)oh Openinis =
:® W Forms
i [ My Favorites
Self Se.r.VICe i - SZITSEWiEE WizcellEngous recruting forms
Recruiting/Job Openings, ‘ y o . o o
Forms [ Ernplyee Conflict of Position Description Form Generic Job Description Farm Onling Application Form
! Inferest MW Postion Descrition Form WA Generic: Job Descrigtion Form N Crline Appication Form

Position Description Form b Orlle ity

[+ Personal Informafion
[ Payroll and Cormpensation
[+ Bengfits

(See Page A) 7 RectutingiJab Openings

v Formg

- Posifion Description
Form

- Generie Joh
Descrigtion Farm

= Onling Application
Form

Page A

Step 2 - When the Position Description

From link is clicked, the Position

Description Form page appears.
Position Description Form

-If a run control id is already established Enter any information you hawve and click Search. Leave fields blank for a list of all values.

click the Search button and click on the

appropriate id.

Find an Existing Yalue Add a Mewalue

: begins with
-To add a run control id, click the Add a e G BT L TG

New Value link. ™ case Sensitive

Search | advanced Search

Find an Existing Yalue | Add a Mew Yalue

Page B
(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)

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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Position Description Form

Find an Existing Yalug | Add a New Value

Run Cantrol ID: ||-|R|SEE|J

Add

Find an Existing Value | Add a New Value

(See Page C)

Position Description

Run Control ID:  gae746

Eeport Manaoer Process Monitar

Position Description to be Printed

Position Number: Q

EHE

B save | ELReturn to Search | +[E|Previous in List

It in List | [=] motity |

Page D
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Run

[EYE | Update/Display |
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Step 5 - When the Magnifying Glass
button is clicked, the Lookup Position

Number page appears. Look Up Position Number

-Click the down arrow on the Search By Search by: |SetD | begins with|
field to see the list of search criteria Deparment

_Lookup | L job Code roakun
-Click on one of the search criteria. Search Resummian ke,

Qnly the first 300 results ca ved. Enter more information above and search again to reduce the number of search results.

FWLIRY 00001000 Tru oooqo0 100002
BWLIRY 00001001 President 000196 100001
MWLIRY 00001005 Retiree (Exermpt) 000002 100125
B 00001006 Retiree (Non-Exemph oooooz 100184
B 00001011 AsstProfessar Adjunct 403900 100004
FWLIRY 00001012 AsstProfessaor Adjunct 403500 100004
FWLIRY 00001013 Adjunct Professar 498000 100005
BWWILIRY 00001014 Fost Doctoral Fellow {Trainee) 273300 100006
ML 00001015 FPost Doctoral Fellow ¢Trainee) 406600 100006
FWLIRY 00001016 Visiting Pre-Doctoral Fellow 544000 100016
FWLIRY 00001017 Scholarship (Taxahle) 27755949 100009
MWLIRY 00001018 Scholarship (Taxahle) 2775949 100009
FWLIRY 00001019 Scholarship (Taxable) 822299 100009
FAALIRY 00001020 Teaching Assistant 302000 100010
BALINY 00001021 Research Associate 3914900 100011
FWLIRY 00001022 Research Park Afil 893500 100012
(See Page E)
Page E

Step 6 - When the search criteria is
selected, enter in the appropriate
information and click the Lookup button.

-A list of positions will appear. Look Up Position Number

-Click the appropriate link. Search by: IDegcrip‘tiDn j bedins With|5|_|p'.,frlﬂ|r‘|

Look Up | Cancel |Advanced Lookup

Search Results

Description Setll Position Humber |Department [Job Code

Supw&mmal Care & Health WWIURY 00021100 796500 100364
Supvr Animal Care & Health MyWURNY 0003687 4 796500 100364
Supvr Animal Care & Health MuWWILINY 00038431 796500 100364
Supvr Animal Care & Health MUY 00038695 796500 100364
Supyr Animal Care & Health MWUINY 00038954 796500 100364
Supvr Animal Care & Health MyWURNY 00039309 796500 100364
Supvr Animal Care & Health MwWUIRY 00039310 796500 100364
Supvr Animal Care & Health MWILINY 00039311 796500 100364
(See Page F)
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)

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

-Enter the following information:

e Server Name: PSUNX

e Run Date: Will default to the
day the form is printed

e 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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Position Description
Run Control ID:  HRS_DUPE_RWWY_1001_1 Report Mananer  Process Monitor Run

Position Description to be Printed

=
Position Number: 00036874 C,
B zave | S\ Return to Search | +[E| Previous in List | +[E] Mext in List | [Z] Motity | [E St | F| UndateDisplay

Page G
Process Scheduler Request

User ID: HRISSLM Run Control ID: eae746

Server Name: SLIN Run Date: 05/01/2006 [

Recurrence: I 'l Run Time: 3:42:48PM Resetto Current DateiTime |

Time Zone: Q

Process List

Select |Description Process Hame Process Type *Type *Format Distribution
v MWERCO02 MWERCO02 SQOR Report IWeb 'l IF'DF 'l Distribution

Ok | Cancel |

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 )

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)

Position Description

Procedures Manual
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Run Control ID:  eae746

Eeport Wanager Process Wonitor

Frocess Instance:125138

Position Description to be Printed

Position Numnber: (00036574 C

FH[=]

B save | LU Return to Search | +[E] Previous in List | +[E] Mext in List | [=] Motify |

Page |

Process List

View Process Request For

User ID: HRISSLM 2 Type:
Server: IPSUNX 'I Name:

Run

B Acd | HFUpdateDisplay

I vlLast: mlDays vl Refreshl

C, Instance: | to |

| vl Distribution I l [¥ Save On Refresh

Status Status

Select (Ingtance |Seq. [Process Type Erocess User Run Date/Time Run Status huf
Hame Status

I 125138 SOR Report
125137 SOR Report
I~ 125130 SOR Report
- 125128 SOR Report

Go backtn Position Description Farm

& save | [=] matify |

Process List| Server List

Page J
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MWERCD02 HRISSLM 05/01/2006 3:42:48PM COT
MWERCO03 HRISELM 05/01/2006 3:29:53PM COT
MWERCO02 HRISELM 05/01/2006 3:08:59PM COT
MWERCO02 HRISELM 05/01/2006 3:07:51PM COT

Success
Success
Success

Success

Fosted
Fosted
Fosted

Details

Details
Details

Details
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Step 11 - When the Run Status shows
Success and the Distribution Status shows
Posted the form is completed.

Process List

-Click the Details link. UseriD: [HRISSLM Q0 Type: [ “liast 10 [Days 7] Refresh |

Server: IPSUNX | Mame: Q Instance:\ to |

Run I ~ | Distribution I vl ¥ Sawe On Refresh

Status: Status
Process List ze | Find # R
Select Instance (Seq. |Process Type er Run Date/Time Run Status

] 125138 SGR Report NWERCD02 HRISSLM 05/01/2006 3:42:48PM COT  Success Posted Cretails
] 125137 SQR Report MWERCO03 HRISSLM 05/01/2006 3:29:53FPM CDT  Success Posted Details
N 125130 SQR Report MWERCO02 HRISSLM 05/01/2006 3:08:59PM CDT  Success Fosted Details
| 125128 SQR Report MWERCO02 HRISSLM 05/01/2006 3:07:51PM CDT  Success Fosted Details

Go hackto Position Description Form

Bl save | [=] Motity |

Process List| Server List

Page K
(See Page K)

Step 12 - When the Details link is
clicked, the Process Detail page appears. | Process Detail

process |
-Click the View Log/Trace link.

Instance: 125138 Type: SR Report

Name: MWERCOO2 Description: MWERCO02

Run Status:  Success Distribution Status: Fosted
RO

Run Control ID: gas7 46 " Hold Request

Location: Server  Queue Request

" Cancel Request
" Delete Request
” Restart Request

Server: FEUNX

Recurrence:

Request Created On: 05/01/2006 3:43:21FM COT Parameters Transfer
Run Anytime After: 0a/01f2006 3:42.48FM CDT Message Log
Began Process At:  05i01/2006 3:43:37PM COT Batch Timings
Ended Process At: 080102006 3:43:52FPM COT Wieww Log/Trace
il | Cancel
(See Page L) Page L
age
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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)

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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View LogiTrace
Report |

Report ID:

62133 Process Instance:

125138 Message Log
Name: NWERCO02 Process Type: SGR Report
Run Status: Success
NWERCO02

Distribution Details

Distribution Node:

hrdgprod 05082006

Expiration Date:

File Size (bytes)  |Datetime Created |
Message Log 1,609 05/01/2006 3:43:52.000000PM CDT
nwerc002 125138 FOF 1,783 05/01/2006 3:43:52.000000FPM CDT
Trace File 39 05/01/2006 3:43:52.000000PM CDT
Distribute To

Digtribution ID Type *Digtribution 1IN

Uger HRISSLM

Return |

Page M

1
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NORTHWESTERN UNIVERSITY
Department of Human Resources

Position Description Report Date:  07/03/2005

Position Number: 00036874

Job Code: 100364
Department Title: Supvr Animal Care & Health Univ Job Title: Supvr Animal Care &
Department: 796500  Ctr for Comparative Medicine  Sal Plan: EXS
Reports To: 00036373 Mgr Husbandry & Facilities CCMSalary Grade: 7

Position Summary

Supervises and provides direction and guidance to husbandry staff on a daily basis. Assist Faculty Manager in
interviewing process, performance reviews as well as disciplinary procedures. Assist in proper record keeping
for training, environmental parameters, animal health, motoring, equipment maintenance and quality control.
Responsible for the procurement and proper storage of husbandry supplies. may perform care taking duties and
responsibilities as necessary. Serves as back up to the Facilities Manager and assists the Facilities Manager
with the day-to-day operation of the animal facility.

Adobe
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