
 
 
CERTIFIED HIRING MANAGER 
USER GUIDE 
 
 
 

University of California Santa Cruz 
Recruitment Management System 

 
 
 
 
 

 

 

 

 

 

 

 

 

The Certified Hiring Manager User Guide in PDF format may be 
viewed and printed.  
 

If you wish to use it as an on line resource you may navigate by: 
• opening the bookmarks tab by clicking on the bookmark 

icon  located in the upper left of the page and then clicking 
on the bookmark for the subject you wish to view 

• clicking in the table of contents on the entry you wish to view 
 

 

 

 

 

12/19/08 



TABLE OF CONTENTS 
 

 
INTRODUCTION...................................................................................................................................3 

BEFORE YOU GET STARTED ....................................................................................................................4 
Your Web Browser ................................................................................................................................4 
Web Browsers Versions........................................................................................................................4 
Additional Software ...............................................................................................................................4 
Navigational Dos and Don’ts .................................................................................................................4 
Data Security.........................................................................................................................................4 
Help Options..........................................................................................................................................4 

ACCESSING RMS........................................................................................................................................5 

REQUESTING A RECRUITMENT ...............................................................................................................6 
Choosing a Request Type.....................................................................................................................6 
Selecting a Proposed Classification......................................................................................................7 
Selecting a Proposed Classification......................................................................................................7 
Copy Approved Position........................................................................................................................9 
Copying an Approved Position............................................................................................................10 
Copying an Approved Position Continued ..........................................................................................11 
Job Description / Position Information.................................................................................................12 
Requisition Information........................................................................................................................15 
Funding Information ............................................................................................................................16 
Funding Information Continued...........................................................................................................17 
Attaching Supplemental Documents PC.............................................................................................18 
Attaching Supplemental Documents PC –Locating and Attaching .....................................................19 
Attaching Supplemental Documents PC – Viewing or Removing.......................................................19 
Attaching Supplemental Documents Mac ...........................................................................................20 
Attaching Supplemental Documents Mac–Locating and Attaching ....................................................21 
Attaching Supplemental Documents Mac – Viewing or Removing.....................................................22 
Comments ...........................................................................................................................................23 
Submitting the Request .......................................................................................................................24 

VIEWING APPLICATION MATERIALS ......................................................................................................25 
Providing Access to the Guest Users..................................................................................................25 
Applicant Tab Details ..........................................................................................................................26 
Viewing Applicant History....................................................................................................................26 
Sorting Applicants ...............................................................................................................................27 
Viewing Applications ...........................................................................................................................28 
Viewing Documents.............................................................................................................................30 

CHANGING THE STATUS OF APPLICANTS............................................................................................32 
How to Change the Status of a Single Applicant ................................................................................33 
How to Change the Statuses of Multiple Applicants ...........................................................................34 
Documenting De-selection for Interview or Hire .................................................................................35 

SUBMITTING A JOB OFFER .....................................................................................................................36 
Beginning the Job Offer for the Selected Candidate...........................................................................36 
Completing the Job Offer Request......................................................................................................37 
Submitting the Job Offer Request .......................................................................................................38 
Viewing the Completed Job Offer .......................................................................................................39 

REQUESTING A NON-RECRUITMENT OR WAIVER OF RECRUITMENT (NR/W) ................................40 
Choosing a Request Type...................................................................................................................40 
Completing the Data Entry Tabs for the NR/W ...................................................................................41 
“Non Rec/Waiver Posted” Email with Quicklink ..................................................................................42 

 1



 2

The Non-Recruitment or Waiver of Recruitment Job Offer .................................................................43 
The NR/W Job Offer Continued ..........................................................................................................44 

EMAIL NOTIFICATIONS.............................................................................................................................45 
Email Recipient List.............................................................................................................................46 

ADMINISTRATIVE FUNCTIONS................................................................................................................47 
Changing Your Password....................................................................................................................47 
Logging Out.........................................................................................................................................48 



INTRODUCTION   
 
 
Welcome to the UCSC Recruitment Management System (RMS) user guide.  This guide is intended to 

assist Certified Hiring Managers (CHM) in navigating the system used to initiate recruitments and job 

offers for staff positions.   

Hiring Managers interested in becoming “certified” should contact the RMS System Administrator for more 

information. 

 
 
Profile 
 
Each RMS account/password is associated with an RMS User Type, which defines the user's role and 

permissions within the system. A CHM user account is only provided upon the successful completion of 

the Fair Hiring Workshop and the RMS training, both of which are required. 

 
Certified Hiring Manager (CHM) 

 

Has direct supervisory responsibility for the position(s) being recruited, or provides administrative support 

to one or more hiring managers within a unit or division. 

Has frequent need to recruit and hire staff positions. 

Is responsible for: initiating recruitment requests, timely status update of applicants, and the submission 

of job offer requests. 

 
As a Certified Hiring Manager (CHM) you will use this system to: 
 
 

• Create and submit recruitment requests to your HR Service Team Representative (HRSTR) 

• Access recruitments and view applicant materials 

• Status applicants as they move through the recruitment process 

• Create and submit job offer request(s) to your HRSTR 
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http://shr.ucsc.edu/shr_directory/employment.htm
http://shr.ucsc.edu/topics/training-development/prof-dev/fair-hiring.htm
http://shr.ucsc.edu/shr-procedures/rms-user-toolkit/role-01_sub-02.htm


BEFORE YOU GET STARTED 
 
Your Web Browser 
 
Mozilla Firefox version 2.0+ is the recommended web browser for use with the Recruitment Management 
System (RMS) for both PC and Mac. You can download Mozilla Firefox with the assistance of your IT 
desktop support person.  
 

PC 
 

For PCs, Firefox is recommended over Internet Explorer (IE) because the performance of IE is unstable 
for use with RMS.   
 
Mac 
 
You are welcome to use Safari if you choose, however versions 1.3+ or 2.0+ are recommended.  We 
don’t recommend other versions as they may be unstable.  We do not recommend Internet Explorer (IE) 
because IE does not support Mac and you will experience problems accessing and using RMS reliably. 
 

Web Browsers Versions 

Mozilla Firefox 2.0.+ Recommended    
Internet Explorer 6.0+  
Safari 1.3+ or 2.0+ 

To have a browser installed please see Desktop Computer Support at 
http://its.ucsc.edu/service_catalog/standard_desktop_support/ or the ITS Support Center at 
http://its.ucsc.edu/services/help_desk/  
 

Additional Software 
 

The site requires you to have Adobe Acrobat Reader installed.  This is a free download available at 
www.Adobe.com. 
 

Navigational Dos and Don’ts 
 

When logging in to RMS always open a new browser window.  Do not use a browser window that you 
have been using to navigate the web.   
 

Once logged in to RMS do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate 
within RMS, and do not open a new browser window from your existing window. This may cause 
unexpected results, including loss of data or being logged out of the system. Please use the navigational 
buttons within RMS.   
 

Always logout of RMS and then X (close) out of the browser when you have completed your work.    
 

Data Security 
 

RMS contains electronic restricted data.  To ensure the security of this and other sensitive data, RMS will 
automatically log you out after 60 minutes when no activity is detected.  Anytime you leave your 
computer, even briefly, we strongly recommend that you save any work in progress and logout of RMS by 
clicking on the “Logout” link located under “Admin” at the bottom of the left navigation bar. 
 

Help Options 
 

For technical assistance using RMS contact the System Administrator at rms-help@ucsc.edu or call 831-
459-5444. 
 

Your Human Resources Service Team Representative (HRSTR) can provide advice and consultation 
regarding the policies and procedures related to staff recruitment and hiring.  
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http://www.mozilla.com/en-US/firefox/
http://www.microsoft.com/windows/ie/ie6/downloads/default.mspx
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http://its.ucsc.edu/services/help_desk/
http://www.adobe.com/
mailto:rms-help@ucsc.edu
http://shr.ucsc.edu/hrst/hrst_locate-team.htm


ACCESSING RMS 
 
You will be provided a user name and password after you have completed the required RMS User 
classroom training.  Forgot your password?  Contact the RMS Administrator at rms-help@ucsc.edu or 
459-5444 to reset your password.  
 
Always login to RMS using a new browser window, never from a browser tab or window previously in use. 
Enter jobs.ucsc.edu/hr in the address box at the top of your web browser.  The RMS user login screen will 
appear and will look similar to the screen below.  
 
Note:  It is recommended that you bookmark this login page for quick access. However, to ensure the 
security of the sensitive data in RMS never set your computer to remember your RMS login & password. 
 

 
 
Login to RMS with your user name and password. After you click “Login” in you will see a screen similar 
to the one below. This is your home view and you will see your posted recruitments displayed. If you are 
a new CHM, there will be no active postings to display on your home view and the screen will be similar to 
the one below.  
 
The various options in the left navigation bar are grouped under four major sections: Recruitments/Offers, 
Classification, Position Descriptions, Admin.  
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REQUESTING A RECRUITMENT 
 
Go to the Filing A Vacancy web book for information about recruitment options and how to select the 
appropriate method for filing your vacancy.  
 
Under the Position Descriptions section in the left navigation bar, click the “Submit Request” link.  
 

 
 

Choosing a Request Type 
 

 
 
After you click the “Submit Request” button you will see a screen similar to the one above. Select the 
request type you intend to initiate from the listed options.  
 

• Establish New Position to Fill 
• Straight Replacement 
• Straight Replacement - Not Yet in RMS 
• Update to Fill  
• Update to Fill - Not Yet in RMS 
• Non-Recruitment 
• Waiver of Recruitment 

 

Click the “Start Action” link that corresponds to the Request Type you wish to initiate.  
 
Note: A summary of request types is available by clicking the “RMS Request Types” link near the top of 
the page. See page 40 for specific information about the Non-Recruitment and Waiver of Recruitment 
Request Types.  
 
This user guide demonstrates the Establish New Position to Fill request type to show system navigation.  
When you initiate other request types, the steps you take and screens you see/use may vary slightly.  
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Selecting a Proposed Classification 
 
After clicking “Start Action” you will see a screen similar to the one below displaying the first of several 
tabs.  
 
Note: RMS will display a red asterisk ( * ) to the right of all required fields. You must add data to these 
fields in order to save your work and/or continue to other tabs.  
 
This tab is titled “Proposed Classification”.  You will be required to select a classification from the drop 
down menu to indicate the expected classification based on the job description for this position. The 
classification you select represents a proposal only. When your request is reviewed by the SHR 
Classification Analyst, they will either agree with the proposed classification you select here or will take 
steps to correct the classification before the recruitment is approved and posted.  
 
Select a classification title from the drop down menu and click the “Search” button.   
 
Note:  When the drop down menu is displayed you may enter the first letter of the classification title to go 
directly to that letter in the menu. 
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After clicking the “Search” button you will see a screen a screen similar to the one below.  Continue the 
process by clicking the “Select and Continue” link under the classification title to associate the 
classification you selected with this request.   
 
Note: If you chose the wrong classification, use the dropdown menu on this page and click “Search” to 
change the proposed classification title.  
 
 

 
 
 
 
 
After clicking the “Select and Continue” link you will see a screen a screen similar to the one below.  Click 
“Continue To Next Page” to move to the next tab.   
 
Note: If at this point you discover the wrong classification title was chosen, click the “Change 
Classification” button to repeat the proposed classification selection process.  
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Copy Approved Position 
 
The “Copy Approved Position” tab allows you to search for historical data on positions you have created 
and copy standard information from your previously approved position into a new recruitment request.   
 
To copy a previously approved position, refer to the instructions provided on the next page.  
 
Note: You can only access and copy previously approved positions that you initiated in RMS.  The “Copy 
Approved Position” tab will become useful as your list of previously approved positions grows.    
 
 
If you do not wish to copy a previously approved position, click the “Do Not Copy Position, Continue To 
Next Page” button to move to the next tab.  
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Copying an Approved Position 
 
To copy from a previously approved position you initiated click the drop down menu and select the 
classification you wish to copy, and then click the “Search” button.   
 
Note: If you know the position description (PD) number of the previously approved position you wish to 
copy enter that number in the field provided. Click the “Search” button.  
 

 
 
After you click “Search” you will see a screen similar to the one below displaying the previously approved 
positions you initiated with the selected classification title. When you search for a particular PD number, 
you will see a screen similar to the one below displaying only the previously approved position you 
selected.  
 
Click the “Select and Continue” link associated with the position you wish to copy.  
 

 
 

 10



Copying an Approved Position Continued 
 
Clicking the “Select and Continue” link will open the first of several data entry tabs which are now 
populated with information from the previously approved position you selected to copy.  
 
You have edit rights to the copied details and may make appropriate changes to the information on any of 
the tabs to follow. 
  
 

 
 
 
Continue with the data entry tab instructions beginning with the next page.  
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Job Description / Position Information 
 
The “Job Description/Position Information” tab is the first of several data entry tabs. The combined 
information from all the tabs will be used to determine the final classification and create the job posting 
presented to jobseekers, and represents the job description for the position.  

A red asterisk ( * ) denotes a required field. You must add data to these fields in order to save your work 
and/or continue to other tabs. Date/number fields will require specific formatting, examples are provided 
on the page.  
 
Note: This tab requires the designation of Divisional Approvers for the request.  It is important to select at 
least two Divisional Approvers, up to as many as are appropriate.  Doing so will prevent delays in the 
processing of your request and job offer(s). 
 
It is common to have questions about some of this information; consult with your HRP if you need 
assistance completing this tab.  
 
Complete the data entry and click “Continue To Next Page” to move to the next tab. 
 

 
 
IMPORTANT:  To stop and save your work for the first time; you must be beyond the “Proposed 
Classification” and the “Copy Approved Position” tabs AND have completed at least the required fields of 
the “Job Description/Position Information” data entry tab before you can save your work.  Click the “Save 
And Stay On This Page” button, then click the “Preview Request” button at the bottom of the tab to go to 
the Request Status page. Click the “Save Request Without Submitting” radio button, then click “Confirm”. 
Your request is Not Saved until you have clicked “Confirm“. If you log out or click a link on the left 
navigation bar before completing these steps, the request information you have entered will not be saved.   
 
Note: The “Save And Stay On This Page” button is available on every tab. Please use this button often to 
save your work as you progress through the workflow.  
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Job Duties 
 
The “Job Duties” tab collects details that will describe the essential functions of the job. To begin, click the 
“Add New Entry” button.   
 

 

 
 
 
After clicking the “Add New Entry” button, you will see a screen similar to the one below.   
 
Enter the estimated percentage of time for the duty, the duty title (Supervisory, Liaison, etc) and the 
details that describe the functions and responsibilities associated with the duty. You will be able to add as 
many duties as appropriate for the position, one at a time, until 100% of the job duties are represented. 
 

 
  
Click the “Add Entry” button after completing the entry.   
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Repeat the steps until all job duties have been entered. Each time you click the “Add Entry” button, you 
will see a screen similar to the one below. From this view you have access to “Edit” and “Delete” links to 
assist you in making adjustments to the job duties tab.  
 
When you have entered the final duty, check that the total percent displayed is 100%.  
 
 

 

 
 
 
Note:  The total of the existing entries should always equal 100%, even for part time positions. RMS will 
combine percentages entered for each duty and display the total, but will not warn if the total comes to 
more or less than 100%. 
 
 
Click the “Continue to Next Page” button to go to the next tab.   
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Requisition Information 
 
Information provided on the “Requisition Information” tab includes the terms and conditions of 
employment for the position, schedule and salary information and the recruitment advertising information.  
 
It is common to have questions about some of this information; consult with your HRP if you need 
assistance completing this tab.  
 
When you have completed this tab, click the “Continue to Next Page” button to go to the next tab.   
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Funding Information 
 
The “Funding Information” tab allows you add the funding information for the request. You will be able to 
make as many funding entries as needed for this particular position.   
 
NOTE:  In some cases it is appropriate to skip the “Funding Information” tab and have the Divisional 
Approver add the funding information. To skip this tab, click the “Continue to Next Page” button.   
 
To add funding information, click the “Add New Entry” button.   
 

 
 
After clicking the “Add New Entry” button, you will see a screen similar to the one below.  
 

 
 
Complete the data entry and click the “Add Entry” button again.   
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Funding Information Continued 
 
Repeat the steps to add additional funding information. Include funding for shift differentials, meal plans, 
etc, as appropriate.   
 
Following each funding entry, you will see a screen similar to the one below. From this view you have 
access to “Edit” and “Delete” links to assist you in making adjustments to the job duties tab.   
 

 
 
Click the “Continue to Next Page” button to go to the next tab.   
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Attaching Supplemental Documents PC 
 
The “Supplemental Documents” tab allows you to attach an organizational chart, memo or other 
supporting documents. Attached documents may be useful to others reviewing and approving a request 
or may be important as required documentation for the recruitment.  
 

If no attachments are required you may click the “Continue To Next Page” button and move on. 
 

Attach a document by clicking the ‘Attach’ link on the same line as the document type you want to attach.  
 

 
 
After clicking the “Attach” button, you will see a screen similar to the one below. 
 

You will have 2 options for attaching a document: 
 

1. The “Upload a new document” method allows you to attach a document stored on your computer 
in one of the following common formats: 

• Adobe Acrobat (.pdf) 
• Microsoft Word (.doc) 

 

2. The “Paste a new document” method allows you to attach a document that is of another format 
using the copy/paste method or allows you to type text directly into the area provided.   

 

  

 
Note:  there are two 
“Attach” buttons on this 
screen. Be sure to click the 
“Attach” button which 
corresponds to the method 
you choose (either “Upload 
a new document” or “Paste 
a new document”).  
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Attaching Supplemental Documents PC –Locating and Attaching 
  
To use the “Upload a new document” method click the “Browse” button to locate the document you intend 
to attach. For PC users the dialogue box to the right will appear.  Select the document and click the 
“Open” button in the dialogue box.  

 

 
 

 
 
 
 

 

When you click the “Open” button the 
location path to the document will 
appear in the space next to the 
“Browse” button.  
 
Click the “Attach” button to attach the 
document.  

 
 
After clicking “Attach” you will get the following confirmation dialogue box. Complete the attach process 
by clicking the “Confirm” button. 
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Attaching Supplemental Documents PC – Viewing or Removing 
 
After clicking the “Confirm” button, you will see a screen similar to the one below.  This page provides 
“Remove” and “View” links to assist in making adjustments to the attached document(s). 
 
 

 
 
 
After you have completed attaching documents, click the “Continue to Next Page” button to go to the next 
tab.   
 
Note: The next pages are instructions for attaching supplemental documents for Mac Users. PC users 
can continue with the “Comments” tab instructions (see table of contents).   
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Attaching Supplemental Documents Mac 
 
The “Supplemental Documents” tab allows you to attach an organizational chart, memo or other 
supporting documents. Attached documents may be useful to others reviewing and approving a request 
or may be important as required documentation for the recruitment.  
 

If no attachments are required you may click the “Continue To Next Page” button and move on. 
 

Attach a document by clicking the ‘Attach’ link on the same line as the document type you want to attach.  
 

 
 
After clicking the “Attach” button, you will see a screen similar to the one below.  
 

You will have 2 options for attaching a document: 
 

1. The “Upload a new document” method allows you to attach a document stored on your computer 
in one of the following common formats: 

• Adobe Acrobat (.pdf) 
• Microsoft Word, (.doc) 

 

2. The “Paste a new document” method allows you to attach a document that is of another format 
using the copy/paste method or allows you to type text directly into the area provided.   

 

 

 
Note:  there are two 
“Attach” buttons on this 
screen. Be sure to click the 
“Attach” button which 
corresponds to the method 
you choose (either “Upload 
a new document” or “Paste 
a new document”).  
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Attaching Supplemental Documents Mac–Locating and Attaching 
 
To use the “Upload a new document” method click the “Choose File” button to locate the document you 
intend to attach. For Mac users the dialogue box to the right will appear.  Select the document, be sure 
you have chosen the correct file type from the drop down menu, and then click the “Choose” button in the 
dialogue box.  
 

 

 

 
 

 

When you click the “Choose” button 
the name of the document will appear 
in the space next to the “Choose File” 
button.  
 
 
 
Choose the correct file type from the 
drop down menu. 
 
 
Click the “Attach” button to attach the 
document.  

 
After clicking “Attach” you will get the following confirmation dialogue box. Complete the attach process 
by clicking the “Confirm” button. 
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Attaching Supplemental Documents Mac – Viewing or Removing 
 
 
After clicking the “Confirm” button, you will see a screen similar to the one below.  This page provides 
“Remove” and “View” links to assist in making adjustments to the attached document(s). 
 

 
 
 
After you are finished attaching documents, click the “Continue to Next Page” button to go to the next tab.   
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Comments 
 
The “Comments” tab is a useful tool for sharing information with other RMS users.  
 
Note: Information provided here is viewable by all RMS users with access to the request. Comments 
entered here cannot be viewed by applicants.   
 
 

 
 
 
After adding comments, click the “Continue To Next Page” button or click the “Preview Request” button to 
go directly to the Request Status page where you may save the request or direct the request to the next 
appropriate stage of the workflow. 
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Submitting the Request 
 

After you click the “Continue To Next Page” or “Preview Request” button you will a screen similar to the 
one below, the Request Status page. This view displays the information from all the request tabs. Scroll 
down to review your work.  
 

Note: If changes are required, click the “Edit” link near the top of the screen to return to the tabs.  Click on 
the tab requiring adjustment; make the change and click the “Preview Request” button at the bottom of 
the tab to save the changes and return to the Request Status page displayed below.  
 

 
 

 
Request Status options include: 
 
• “Save Request without Submitting” will allow you to save your data and continue working on the 

request in another session.  The request will not move forward in the workflow. 

• “Request HRP Review” will move the request forward in the workflow to a status of “Pending HRP 
Review”.  Note: You now have view-only rights to the request from this point on. Problem 
resolution or edits will be handled by the assigned HRP, in consultation with the CHM as 
appropriate.   

 
Note:  (See the Email Notifications section to see when emails are generated and who receives them) 
 
 
Select the appropriate radio button, click “Continue” to go to the confirmation page, and then click 
“Confirm” to complete the process. Note: The request is NOT SAVED until you click the “Confirm” button.  
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VIEWING APPLICATION MATERIALS 
 
Providing Access to the Guest Users  
 
Within one business day after the IRD has passed the CHM will be notified via email that application 
materials have been released for review. The message will include a Search Committee Member Tutorial 
and instructions for viewing application materials in RMS.  
 
The CHM will provide the following to the search committee members: 
• the Guest User login & password (provide verbally in person or via phone/voice mail only) 
• the Search Committee Member Tutorial 
 
After you login to RMS you will a screen similar to the one below displaying the recruitments you have 
access to.  To view the details of a recruitment, including the applications, the selection criteria, the 
posting details, the job duties, etc, click the “View” link below the recruitment job title.  
 

 
 
 
Click the Guest User tab to view the specific User Name and Password assigned to this recruitment. Give 
this information verbally to the members of the search committee.  
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Applicant Tab Details 
 
After clicking the “View” link you will see a screen similar to the one below. Notice the tabs listed across 
the top. The tabs contain the various recruitment details. You will find the selection criteria and special 
conditions of employment (SCOE) on the “Posting Details” tab.  
 
The “Applicants” tab lists the applicants, provides links to the application materials submitted, shows the 
date applied, the applicant status, etc.  

 

 
 
 
Viewing Applicant History 
 
The “History” link on this tab shows the application/applicant status changes throughout its association 
with this recruitment. The selection criteria justifying an applicant’s final status will be viewed here.  
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Sorting Applicants 
 
From the “Applicants” tab you may perform a number of tasks, including: 
 

• Sort and view applicants by clicking on the arrows as the top of a column  
• View applications and additional documents (e.g. cover letters, resumes, and other documents)  
• Change an applicant’s status 

 

 
 
 
Note: This tab provides access to both active and inactive applicant lists.  

To view only the inactive applicants (inactive applicants are no longer under consideration for interview or 
hire), un-check the “Active Applicants” check box and check the “Inactive Applicants” check box, then 
click the “Refresh” button.  Inactive applicants can be sorted as described above.  

To view both active applicants (active applicants are under consideration) and inactive applicants check 
both boxes and click the “Refresh” button. 
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Viewing Applications  
 

To view a single application 
 
To view a single application, click the "View Application" link under an applicant’s name.  
 
 

 
 
 
After you click the "View Application" link, a screen similar to the one on the following page will open in a 
new browser window displaying the application form.  It may take a few moments for the application to 
load in the new window.  
 
To close the window displaying the application, click the "Close Window" link, or click the “X” in the upper 
right-hand corner of the window (this will NOT log you out of RMS – it will return you to the “Applicants” 
tab). 
 
 
 
To view multiple applications at the same time, perform the following steps: 
 
• Check the boxes to the far right of the applications you wish to view (the “All” link at the top of 

the column will check all the boxes, the “None” link will un-check all the boxes)  
• Click the “View Multiple Applications” button 
• The applications you selected will open together in a new browser window; scroll down to view 

the open applications 
• To close the window displaying the applications, click the "Close Window" link, or click the “X” in 

the upper right-hand corner of the window (this will NOT log you out of RMS – it will return you to 
the Applicants tab) 
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To close the window, click the "Close Window" link, or click the “X” in the upper right-hand corner of the 
window (this will NOT log you out of RMS – it will return you to the “Applicants” tab). 
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Viewing Documents 
 
Viewing documents is very similar to viewing applications, except the documents will open in the Adobe 
Acrobat Reader software.  This preserves the integrity of document formatting.  
 

To view a single document 
 

To view a resume, cover letter, or optional document submitted by an applicant, click the document link, 
under the Documents column header, that corresponds to the applicant under review.  

After clicking the link, a new window will open displaying the selected document in Adobe Acrobat 
Reader. It may take a few moments for the document to load in the new window.   

To close the displayed document, click the “X” in the upper right-hand corner of the window (this will NOT 
log you out of RMS – it will return you to the “Applicants” tab). 

 
 

 
 
 
To view multiple documents at the same time, perform the following steps: 
 

• Check the boxes to the far right of the documents you wish to view (the “All” link at the top of the 
column will check all the boxes, the “None” link will un-check all the boxes)  

• Click the “View Multiple Documents” button. 

• The selected documents will open together in a new window; scroll down to view the open 
documents.  

To close the displayed documents, click the “X” in the upper right-hand corner of the window (this will 
NOT log you out of RMS– it will return you to the Applicants tab).
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Printing Applications and Additional Documents 

 
Some users prefer to conduct applicant screening using hard copy application materials, and most search 
committees prefer to have hard copy application materials on hand during interviews.  
 
Follow these steps to print application materials. 
 
 
 
Printing a single application 
 

• To print a single application, click the "View Application" link under the applicant’s name. The 
selected application will open in a new browser window (this may take a few moments) 

• Select File>Print from your browser menu to print the application 
• To close the application display window, click the "Close Window" link, or click the “X” in the 

upper right-hand corner of the window (this will NOT log you out of RMS – it will return you to the 
“Applicants” tab) 

 
Printing multiple applications 
 

• Check the boxes to the right of the corresponding applications you wish to print (the “All” link at 
the top of the column will check all the boxes, the “None” link will un-check all the boxes) 

• Click the “View Multiple Applications” button 
• The selected applications will open together in a new window 
• Select File>Print from your browser menu to print the application 
• To close the window, click the "Close Window" link, or click the X in the upper right-hand corner 

of the window (this will NOT log you out of RMS – it will return you to the “Applicants” tab) 
 
Printing a single document 
 

• To print a resume, cover letter, or optional document, click the document link under the 
Documents column that corresponds to the selected applicant. The document will open in Adobe 
Acrobat Reader (this may take a few moments) 

• Select File>Print from your browser menu to print the application 
• To close the window, click on the “X” in the upper right corner of the window (this will NOT log 

you out of RMS – it will return you to the “Applicants” tab) 
 
Printing multiple documents 
 

• Check the boxes to the right of the corresponding applicants you wish to print (the “All” link at 
the top of the column will check all the boxes, the “None” link will un-check all the boxes) 

• Click the “View Multiple Documents” button 
• The selected documents will open together in a new window 
• File>Print from your browser menu to print the application 
• To close the window, click on the “X” in the upper right corner of the window (this will NOT log 

you out of RMS – it will return you to the “Applicants” tab) 
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CHANGING THE STATUS OF APPLICANTS 
 
From the “Applicants” tab, you have two options for changing the status of applicants. 
  
• change the status of a single applicant 
• change the status of multiple applicants 

 
NOTE: When updating applicants to a final status (indicating they are no longer under consideration for 
interview or hire), you will be required to document the job related criteria for their de-selection. See the 
section of this manual titled Documenting De-selection for Interview or Hire. 
 
To change the status of a single applicant click the “Change Status” link under the Status column header 
in the row corresponding to the applicant.   
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How to Change the Status of a Single Applicant 
 
After clicking the “Change Status” link you will see a screen similar to the one below. Under the “Status” 
column header there is a drop down menu of status options.  Select the new status for the applicant, and 
then click the “Continue to Confirm Page” button.  
 
 

 
 
 
To reset an applicant status to the original status, click the “Reset to Original Status” button. You will be 
returned to the “Applicants” tab. 
 
 

 
 
 
After clicking the “Continue to Confirm Page” button, you will come to a confirmation page.  Select the 
“Save Status Changes” button to complete the status update.  Select the “Cancel” button to cancel the 
changes and return to the previous screen.  Click the “Reset to Original Status” button to restore original 
statuses and stay on the same page. 
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How to Change the Statuses of Multiple Applicants 
 

To change the status of multiple applicants, check the box to the far right for each applicant you wish to 
update, or click the “All” link at the top of the column to check all the boxes (click the “None” link to un-
check all the boxes), then click the “Change Multiple Applicant Statuses” button.  

NOTE: When updating applicants to a final status (indicating they are no longer under consideration for 
interview or hire), you will be required to document the job related criteria for their de-selection. See the 
section of this manual titled Documenting De-selection for Interview or Hire.  
 

   

 

Under the Status column header is 
a drop down menu of status 
options.  Select the appropriate 
new status for each applicant, and 
then click the “Continue to Confirm 
Page” button.  
 
To reset the statuses to their 
original values, click the “Reset to 
Original Status” button. To return 
to the previous screen, click 
“Cancel”. 
 

 
After clicking the “Continue to Confirm Page” button you will see the confirmation page.  Select the “Save 
Status Changes” button to complete the status update.   
 

Select the “Cancel” button to cancel the changes and return to the “Applicants” tab. 
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Documenting De-selection for Interview or Hire 
 
RMS requires that de-selection decisions be documented when applicants are updated to a final status. 
The final status options requiring documentation are: 
 

• Referred, Not Interviewed 
• Alternate, Not Interviewed 
• Interviewed, Not Selected 

 
To update an applicant to a final status  
 

• Select the appropriate final status using the drop down menu under the “Status” column header in 
the yellow horizontal bar 

• Making a final status selection will open the text box titled “Other” 
• In the “Other” text box, enter the numerical Selection Criteria (located in the “Posting Details” tab) 

which justify the applicant’s final status 
• Click the “Continue to Confirm Page” button to save the status change and complete the final 

status documentation 
• To reset the status to its’ original value, click the “Reset to Original Status” button; to return to the 

previous screen, click “Cancel” 
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SUBMITTING A JOB OFFER 
 
Beginning the Job Offer for the Selected Candidate 
 
To begin a job offer open the “Applicants” tab and status the appropriate applicant(s) as the selected 
candidate. RMS will then provide a “Job Offer” link; click that link to begin the job offer action.   
 
 
 

 
 
 
 
Click on the “Start Action” link to initiate the Job Offer Request.  
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Completing the Job Offer Request 
 

When you click the “start action” link a Job Offer Request will be initiated. You will see a new set of tabs 
within the Job Offer Request similar to the screen below. 

 

• Review, edit, and complete all the information in the “Job Offer Details” tab 
o In the “Selection Justification” box, enter a narrative statement to identify the job related 

justification for the selection of this candidate over other interviewed candidates. Use the 
numerical Selection Criteria to support your narrative statement. Include the criteria the 
selected candidate(s) met more strongly than other interviewed candidates 

• Review, edit, and complete the “Funding Information” tab 
• Add any comments you have to the “Comments” tab 

 

Click the “Continue To Next Page” button.  
 
 

Note:  The “Final Terms & Conditions” tab will be completed by The Recruitment Specialist upon 
completion of the formal job offer.   
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Submitting the Job Offer Request 
 
After you click the “Continue To Next Page” button you will see a screen similar to the one below, the 
Request Status page. This view displays the combined information from all the job offer request tabs. 
Scroll down to review the entire job offer.  
 
Note: If changes are required, click the “Edit” link near the top of the screen to return to the job offer 
request tabs.  Click on the tab requiring adjustment; make the change and click the “View Request 
Summary” button at the bottom of the tab to save the changes and return to the Request Status page 
displayed below.  
 
Request Status options include: 
 
• “Save Job Offer, No Offer Pending” will allow you to save your data and continue working on the job 

offer request at another time.  Your job offer request will not move forward in the work-flow 
 

• “Request HRP Review” will move your request forward in the work-flow to a status of “Job Offer 
Pending HRP Review”. The Human Resources Partner assigned to this recruitment will receive an 
email notice alerting them to a Job Offer Request requiring their attention. Note: You now have 
view-only rights to the job offer request. Problem resolution or edits will be handled by the assigned 
HRP, in consultation with the CHM as appropriate.  

 
Note:  (See the Email Notifications section to see when emails are generated and who receives them) 
 
Select the appropriate radio button and click “Continue” to go to the confirmation page. 
 

 
 
The HRP will review the Job Offer Request and move the offer forward to: 
• The Recruitment Specialist if the salary to offer is at the minimum 
• The Divisional Approver if the salary to offer is above the minimum, if the % of time worked has 

increased, to approve moving expenses, to approve a hire not previously approved, etc 
 
The Recruitment Specialist will review the job offer request. Job Offer Requests requiring corrections are 
routed to the HRP for problem resolution. Once the job offer request is determined to be accurate and 
appropriately approved, the Recruitment Specialist will extend the job offer, secure a sign up and/or start 
date, complete the “Final Terms & Conditions” tab, and status the job offer as “Approved to Hire”.  
 
When the job offer is updated to a status of “Approved to Hire” an email will be sent to both the Certified 
Hiring Manager, Divisional Approver, and the HRP confirming the offer has been completed, and includes 
the sign up date and the start date information.  
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Viewing the Completed Job Offer 
 
To view the final details of the accepted job offer login to RMS and click the “Search All Job Offers” link under 
the Recruitments/Offers section of the left navigation bar. Check the “Approved to Hire” request status box, 
enter the recruitment number and click the “Search” button. 
 
 
 

 
 
 
 
 
Click the “View” link to see the final details of the job offer. 
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REQUESTING A NON-RECRUITMENT OR WAIVER OF RECRUITMENT 
(NR/W)  
 
This section includes only the steps relevant to processing a Non-Recruitment or Waiver of Recruitment. 
For the comprehensive directions for processing Requests, start first with page 6 of this guide, and then 
refer to this section only if processing a Non-Recruitment or Waiver of Recruitment Request.  
 
Under the Position Descriptions section in the left navigation bar, click the “Submit Request” link.  
 

 
 
 
Choosing a Request Type 

 

 
 
After you click the “Submit Request” button you will see a screen similar to the one above. Select the 
request type you intend to initiate from the listed options, either Non-Recruitment or Waiver of 
Recruitment.  
 

• Non-Recruitment 
• Waiver of Recruitment 

 
Click the “Start Action” link that corresponds to the Request Type you wish to initiate.  
 
Note: A summary of request types is available by clicking the “RMS Request Types” link near the top of 
the page. See page 6 for information about other request types.  
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Completing the Data Entry Tabs for the NR/W 
 
After clicking “Start Action” you will see a screen similar to the one below displaying the first of several 
tabs.  
 
NOTE: On the “Job Description/Position Information” tab: when initiating a Non-Recruitment or a Waiver 
of Recruitment the Request Type and Recruitment Type must match.  
 

 

 
On the “Requisition Information” tab you will provide the salary to offer the selected candidate(s).  The 
Recruitment Specialist (RS) will provide the benefits information and your Divisional Approver (DA) will 
approve both the salary and the benefits before the Non-Recruitment or Waiver of Recruitment is posted.  
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A Non-Recruitment or Waiver of Recruitment Request follows the same request workflow as an Open or 
Campus Only Request. 

Follow the steps beginning on page 6 (Requesting a Recruitment) through the Request process to 
complete the tabs in the Request. 

TIP: When you have initiated a Non-Recruitment or Waiver of Recruitment Request it is a good practice 
to have your selected candidate(s) go to https://jobs.ucsc.edu and create or update their application so 
they will be ready to apply as soon as the recruitment is posted.   

 

“Non Rec/Waiver Posted” Email with Quicklink 
 
Non-Recruitments and Waivers of Recruitment are posted in RMS in a hidden manner.  To view and 
apply to hidden postings, selected candidate(s) must be provided a quicklink specific to the recruitment.   
 
You will receive the following system-generated email when a Non-Recruitment or Waiver of Recruitment 
is posted. This message contains the quicklink and a template with instructions the selected candidate(s) 
must follow to correctly access and apply to the hidden posting.   
 
Note:  (See the Email Notifications section to see when emails are generated and who receives them) 
 

 

Quicklink
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The Non-Recruitment or Waiver of Recruitment Job Offer 
 

Once your selected candidate(s) has successfully applied you will receive a system generated email 
letting you know it is time to initiate the Job Offer Request. (Refer to the Email Notifications section for 
information about when emails are generated and who receives them.)  When you open the recruitment 
you will see a screen similar to the one below.   
 
 
The applicant(s) selected for the position will automatically be at a status of “Selected Hire (Non-
Rec/Waiver)”; use the “Job Offer” link to initiate the Job Offer Request. A Job Offer Request for a Non-
Recruitment or Waiver of Recruitment follows the same workflow as an Open Recruitment. Follow the 
steps on page 36 (Submitting a Job Offer) through the Job Offer Request process to complete the Job 
Offer Request. 
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The NR/W Job Offer Continued 
 
 
On the “Job Offer Details” tab, it is not necessary to provide search committee information or selection 
justification for Non-Recruitment or Waivers of Recruitment.  You will enter NA in these required fields.   

 

 44



EMAIL NOTIFICATIONS 
 

RMS generates emails when there is a status change to a request, recruitment, or a job offer.   

The emails inform recipients of action that needs to be taken or of action that has been taken of interest 
to the recipient.   

Please familiarize yourself with the emails you and other users will receive.   

NOTE:  The email indicating your position has been posted is of special importance: it confirms whether 
your position has been posted as either an Open/CO Recruitment and is viewable to the public or as a 
Non-Rec/Waiver Recruitment which is a hidden posting and is viewable only via the use of a quicklink 
specific to the RMS job number.   

If your recruitment is not posted correctly please inform the System Administrator immediately at: rms-
help@ucsc.edu 459-5444.   

On the following page there is a chart listing the status changes which prompt an email, the RMS User 
Type recipients who receive emails, and the subject line of the various emails.  The list can be viewed 
electronically at:  http://shr.ucsc.edu/topics/rms/rms-email-list.pdf  and is updated when new emails are 
added.   
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Email Recipient List  
 
   

RMS Status Recipent(s) Email Subject Line 

Pending Referral Applicant UCSC Employment Application/Job #:xxxxxxx 

Withdrawn per Applicant Request Applicant UCSC Employment Application/Job #:xxxxxxx 

Pending HRP Review HRP [RMS Job #:xxxxxxx] Request Pending HRP Review 

Pending Rec. Specialist Review RS [RMS Job #:xxxxxxx] Pending Rec. Specialist Review 

Problem with Request CHM, HRP [RMS Job #:xxxxxxx] Problem with Request 

Request Withdrawn CHM, HRP, RS, DA [RMS Job #:xxxxxxx] Request Withdrawn 

Pending Divisional Approval DA [RMS Job #:xxxxxxx] Request Pending Divisional Approval 

Pending Classification Review CA [RMS Job #:xxxxxxx] Pending Classification Review 

Approved To Fill: Open Rec/CO CHM, HRP, RS, DA [RMS Job #:xxxxxxx] Approved to Fill 

Approved To Fill: Open Rec/CO (New to RMS) CHM, HRP, RS, DA [RMS Job #:xxxxxxx] Approved to Fill 

Open-Rec/CO Posted Pre-IRD CHM, HRP, DA [RMS Job #:xxxxxxx] Open-Rec/CO Posted Pre-IRD 

Open-Rec/CO Posted  RS [RMS Job #:xxxxxxx] IRD Has Passed 

Open-Rec/CO Completed (H) CHM, HRP [RMS Job #:xxxxxxx] Open-Rec/CO Completed OR Re-Open Request Denied 

Open-Rec/CO Withdrawn CHM, HRP [RMS Job #:xxxxxxx] Open-Rec/CO Withdrawn or Re-Opened Request Denied 

Open-Rec/CO Pending Approval: Pool Re-Activate RS [RMS Job #:xxxxxxx] Open-Rec/CO Pending Approval: Pool Re-Activate 

Open-Rec/CO Pending Approval: Pool Re-Activate (H) RS [RMS Job #:xxxxxxx] Open-Rec/CO Pending Approval: Pool Re-Activate 

Open-Rec/CO Pool Re-Activated CHM, HRP [RMS Job #:xxxxxxx] Open-Rec/CO Pool Re-Activated 

Open-Rec/CO Pool Re-Activated (H) CHM, HRP [RMS Job #:xxxxxxx] Open-Rec/CO Pool Re-Activated 

Job Offer Pending HRP Review HRP [RMS Job #:xxxxxxx] Offer Pending HRP Review 

Job Offer Pending Divisional Approval DA, CHM [RMS Job #:xxxxxxx] Offer Pending Divisional Approval 

Offer Pending CHM, RS [RMS Job #:xxxxxxx] Offer Pending 

Problem with Job Offer CHM, HRP [RMS Job #:xxxxxxx] Problem with Job Offer 

Cancelled Request to Offer CHM, HRP, RS, DA [RMS Job #:xxxxxxx] Cancelled Request to Offer 

Offer Declined CHM, HRP [RMS Job #:xxxxxxx] Offer Declined 

Approved to Hire CHM, HRP, DA [RMS Job #:xxxxxxx] Offer Accepted 

Approved to Fill: Non Rec/Waiver CHM, HRP, RS, DA [RMS Job #:xxxxxxx] Approved to Fill:  Non-Rec/Waiver 

Non-Rec/Waiver Posted CHM, HRP, DA [RMS Job #:xxxxxxx] Non-Rec/Waiver Ready For Application 

Applicant - Selected Hire CHM, HRP [RMS Job #:xxxxxxx] Time To Initiate Non-Rec/Waiver Job Offer 

Non-Rec/Waiver Completed (H) CHM, HRP [RMS Job #:xxxxxxx] Non-Rec/Waiver Completed OR Re-Post Denied 

Non-Rec/Waiver Withdrawn CHM, HRP [RMS Job #:xxxxxxx] Non-Rec/Waiver Withdrawn OR Re-Post Denied 

Non-Rec/Waiver Pending Approval:  Re-Post RS [RMS Job #:xxxxxxx] Non-Rec/Wavier Pending Approval:  Re-Post 

Non-Rec/Waiver Pending Approval:  Re-Post (H) RS [RMS Job #:xxxxxxx] Non-Rec/Wavier Pending Approval:  Re-Post 

Off-Line Correction Pending CHM, HRP, DA, RS [RMS Job #:xxxxxxx] Off-Line Correction Pending 
 
Legend:  Certified Hiring Manager (CHM), Human Resource Partner (HRP), Recruitment Specialist (RS), 
Divisional Approver (DA) 
 
 



ADMINISTRATIVE FUNCTIONS 
 
Changing Your Password 
 
To change your password, click the “Change Password” link under the Admin section of the left 
navigation bar, enter the required information and click the “Submit Password Change” button.  The 
password change will be updated automatically. 
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Logging Out 
 
The RMS database contains electronic restricted data.  To ensure the security of this and other sensitive 
data, the system will automatically log you out after 60 minutes when no activity is detected.  
Anytime you leave your computer, even briefly, we strongly recommend that you save any work in 
progress and logout of the system by clicking on the “Logout” link located under “Admin” at the bottom of 
the left navigation bar.  
 
Note:  It is important that you always first logout of RMS then close your browser window by clicking the X 
in the upper right-hand corner of the browser window for PC users, or the red circle in the upper left-hand 
corner for Mac users.   
 
PC 
 

 
 
 
Mac 
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