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INTRODUCTION

Welcome to The UCSC Recruitment Management System (RMS) user guide. This guide is intended to
assist Divisional Approvers (DA) in navigating the system used to initiate recruitments and job offers for

staff positions.

Profile

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

permissions within the system.

Divisional Approver (DA)

Approve all recruitments for:
Financial Approval

Organizational/Strategic Approval

Approve job offer exceptions, when necessary:
Offers at above the minimum salary

Change in % of time

Additional job offers not previously approved

Moving expenses, etc

Successful completion of RMS training is required.
Each Division should have at least one primary DA and one back-up DA.

DA duties are assigned by the appropriate Principal Officer or their designate.


http://shr.ucsc.edu/shr-procedures/rms-user-toolkit/role-04_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 reliably accessing and using RMS.

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

RMS 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 the
system, 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, 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 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 on
the policies and procedures related to staff recruitment and hiring.



http://www.mozilla.com/en-US/firefox/
http://www.microsoft.com/windows/ie/ie6/downloads/default.mspx
http://search.info.apple.com/?search=Go&lr=lang_&kword=&type=kbdload&newstype=&q=safari
http://its.ucsc.edu/service_catalog/standard_desktop_support/
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

Your user name and password will be provided to you after you have completed the required classroom
training. Forgot your password? Contact the RMS Administrator at rms-help@ucsc.edu or 459-5444 to
have your password reset.

Note: 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.

STAFF EMPLOYMENT [ =}

OPPORTUNITIES ™%
JLSHihLAlL= ~

User Login
MCCLL R EE S B Please |ogin o the system using your User name and Password. If you do not have a User Name and
Password assigned, contact the RMS Systerm Administrator referenced below,

 STAFF HR HOME

Need Help with RMS?

UL HANE Please contact the RMS System Administrator at rms-help@ucsc.edu, or call 831-459-5444,

User Name:
Password:

You are about to log in o a secure system, When
vou are finished, please click Logout to ensure
that others with access to your computer cannat
wiew the information in the system,

[T e

Note: It is recommended that you bookmark the login page above 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 the system with your user name and password.


mailto:rms-help@ucsc.edu
http://jobs.ucsc.edu/hr

APPROVING A RECRUITMENT REQUEST

Search All Requests

You will receive a system-generated email when a recruitment request requires your approval.

To review and approve a recruitment request:

e Login to the system

e Under Position Descriptions in the left navigation bar, click “Search All Requests”

e Check the Request Status box “Pending Divisional Approval”

e Click “Search” (this step will limit your search results so you see only the requests at a status of
Pending Divisional Approval).

Note: You may also check any combination of Request Status boxes to search for a request (this search
feature is useful when you have approved a request and would like to see where it is in the workflow).
You may view a request at any status, but you can only take action on a request when it is at a status of
“Pending Divisional Approval”.

RECRUITMENTS/OFFERS
POSTED, CLOSED RECS
PENDING RECS
HISTORICAL RECS
SEARCH ALL JOB OFFERS
SEARCH ALL RECS

CLASSIFICATION
SEARCH ALL

POSITION DESCRIFT IONS
SEARCH ALL REQUESTS
YIEW PENLDING REQUESTS
SEARCH ALL PDS

ADMIN
HOME
CHANGE PASSWORD
LOGOUT

® RMS USER TOOLKIT

® EMPLOYMENT SERVICES

= STAFF HRE HOME

® UCSC HOME

+ Welcome Donna D Approver. You are logged in. Thursday, October 2, 2005

Search All Requests

search All Requests

Check all Clear all

|| Request Saved, Mot Submitked
|| Pending HRP Revigw

|| Pending Rec, Specialist Review

|| Problem with Request

Request " e Dirvision,

Stacllzus & Pend!ng DMSI.DI.HI .flpprom?l Organizlfation Any B4
|| Pending Classification Review

|| Approved To Fill: Open Rec/CO (Mew ko RM3)
|| &pproved To Fil: Open RecfCO

|| #pproved ko Fill: Non Recf'Waiver

|| Request Withdrawn

Request Request Any
Mumber Type

4
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View Pending Requests

When you have been selected as the Divisional Approver you have view-only rights to a request at any
status. To view requests: under Position Descriptions in the left navigation bar, click “View Pending
Requests”. You will see a screen similar to the one below.

Each column can be sorted by clicking the arrow at the top of the column. The column with the brighter
blue arrow indicates the displayed data is being sorted by that column.

Note: In the screen below, one request is at a status of “Pending Classification Review”. Requests at
this status have already been approved by a Divisional Approver.

RECRUITMENTS/OFFERS « Welcome Donna D Approver. You are logged in, Thursday, October 2, 2008
POSTED/ CLOSED RECS

PENDING RECS .
HISTORICAL RECS View Requests

SEARCH ALL JOE DFFERS

SEARCH ALL RECS . 0
CLASSIFICATION view All Requests
SEARCH ALL
POSITION DESCRIPTIONS 2 Records
SEARCH ALL REDUESTS —
YIEW PENDING REQUESTS Request Request Request Proposed -
SEARCH ALL PDS L Status L] Type @ Number LJ Classification (v chim (@) z:hm|tted ke
ADMIN -
HOME g.i‘_::sdil:rglal ASSISTANT 111
CHANGE PASSWORD Approval Mon-Recruitment 0501897 [4722] 10-02-2008
LOGOUT w';a iew Summary:
Pending
S ' ASSISTANT IT CH
2""";:;’:';' ESta.F"ShtNT:'f‘l’l 0301896 [4723] Manager, 09-30-2008
P ositionto F View Surnrnary Cathy
& RMS USER TODLKIT Wigw
& EMPLOYMENT SERYVICES
Viewing a Request
To view the request details, click the “View” link located under the Request Status.
RECRUITMENTS,/OFFERS + Welcome Donna D Approver, You are logged in. Thursday, October 2, 2005
POSTED/CLOSED RECS
PENDING RECS .
HISTORICAL RECS Vlew Req UESts
SEARCH ALL JOB OFFERS
SEARCH ALL RECS . i
CLASSIFICATION View All Requests
SEARCH ALL
POSITION DESCRIPTIONS 2 Records
SEARCH ALL REQUESTS d First
YIEW PENDING REQUESTS Request Request Request Propose .
SEARCH ALL PDS (v) Status (v) Type (v) Number AJ Classification (v) crm a] a;hm'ttEd to
ADMIN )
HOME S‘if\'r‘igi"’]'gal ASSISTANT III
CHANGE PASSWORD Aporoval Mon-Recruitment 0801897 [4722] 10-02-2008
LOGOUT £> Wi Surmnmary
Wigw
Pending
i ’ ASSISTAMNT IT CH
2"‘"f:;’:';' IEfta.F"ShtNi".“l’l 080189 [4723] Manager, 09-30-2008
pp Osion to h Wiew Surmmary’ Cathy
& RMS USER TOOLKIT Wie
* EMPLOYMENT SERYICES




Reviewing Requests

After clicking “View” you will see a screen similar to the one below displaying the first of several tabs.

You have view-only rights to the following tabs: “Job Description/Position Information”, “Job Duties”, and
“Requisition Information”.

You have edit rights to the following tabs: “Funding Information”, “Supplemental Documents”, and
“Comments”.

The “History” tab documents the time, date, and RMS User associated with each stage of activity as the
request progresses through the workflow.

Click the “Continue To Next Page” button to navigate through the tabs.

RECRUITMENTS, DFFERS 2
YIEW OPEN RECS » Welcome DA DA 2. You are logged in. Monday, May 7, 2007
SEARCH ALL JOB OFFERS
SEARCH ALL RECS

CLASSIFICATION
SEARCH ALL

POSITION DESCRIPTIOMNS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PDS

View/Edit Establish New Position to Fill - 0700943

Job Description /
Paosition
Information

J CONTINUE TO NEXT PAGE > /I

CHANGE PASSWORD
LOGOUT

*Required infarmation is denoted with an asterisk.

= EMPLOYMENT SERYICES

® STAFF HR HOME

& UCSC HOME

Miscellaneous PD Information
Reqguest Mumber

Request Type

0700943

Establish Mew Position to Fill

Position Description (PLY Mumber
Copied fram PD number:
Division/Crganization Div Org 4
Departrent Linit ARTS | Arts Admin [4081-317-33]
Sub-DepartmentSub-Unit

Responsible Certified Hiring Manager

Enter name of Hiting Manager here
(Type "NjA" if Certified Hiring
Manager is selected above),

Joe Smith

Hiring Manager Phone
HHHKHEHHHH

Hiring Manager Email

Responsible Divisional Approvers D& 2, DA

Fesponsible HR, Partner HRF 3, HRF

HR Partner Phane LI

& LT S et

Note for Non-Recruitment and Waivers of Recruitment: The salary you approve in the Non-
Recruitment or Waiver of Recruitment Request Types may be above the minimum salary range and is
specific to the candidate(s) selected for hire into the position.

Note for Open/Campus Only Recruitment: The salary you approve in the Open/Campus Only Request
Types is a minimum salary, a salary range, or a salary commensurate with qualifications and experience
which your department intends to post publically. Later in the process, when a Job Offer Request is
initiated, if the candidate selected for hire is offered a salary above the minimum, you will be required to
approve that salary when you approve the Job Offer Request.




Viewing and Editing the Funding Information Tab

This tab allows you to view, edit, delete, and add new funding information.
If no changes are required you may click the “Continue To Next Page” button and move on.

To edit the funding information, click the “Edit” link associated with the funding line you intend to edit.

SEARCH ALL 10OB OFFERS
| SEARCH ALL RECS
| CLASSIFICATION

Funding
Information

SEARCH ALL
| POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
| VIEW PENDING REQUESTS
| SEARCH ALL PDS 2 Records
b ADMIN Location Org. Project Cost Distribution Distribution End
HOME & e ¥ rode. ®Fund @05 & 000, @Sub FIFTE 000 L Begin ¥ pate
| CHANGE PASSWORD e
LOGOUT soesc
EC/ 0630/
d s
INTERN 20567 SHRE Sub 2 5000 2000
[1851
114-11]
* RMS USER TOOLKIT
402680
. _ SocSf
* EMPLOYMENT SERVICES EDJCCHP
i Hatl 06/30]
+ STAFF HR HOME O wing 0 SiE | S =0 2009
Project
* UCSC HOME [1592-
114-11]
ADD NEW ENTRY |
<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> |
SAVE AND STAY ON THIS PAGE |

CANCEL I YIEW REQUEST SUMMARY =7 I

A screen similar to the one below will open giving you access to make appropriate additions or edits to
the funding information.

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.

When you have finished making changes, click the “Save Changes” button. The “Cancel” button will close
this screen and cancel any changes made.

| saze0
SEARCH ALL 7 SocSei]
POSITION DESCRIPTIONS EDjCTwR
SEARCH ALL REQUESTS viw [Edt M gpgeg SHRE Subz 5000 Y
YIEW PENDING REQUESTS ‘Writing 2009
SEARCH ALL PDS Praject

! ADMIN = [1892-
pisol 11411]

CHANGE PASSWORD
| LOGOUT

® RMS USER TOOLKIT To edit this entry, edit information in the following fields and then click Save Changes. If you do not wish to edit this
eniry at this time_click "Cancal®

b e Sl | Recuired information is denoted with a@

® STAFF HR HOME

* Location Code FRa

# UCSC HOME Org. Code " i -
* (Known as "Account” in PPS) 402660 SocScifEDFCCWR Natl Writing Project [1832-114-11] =]

. Fund

* o) 20345

Project Code
(Between 1 and 6 characters, Also known as
Activity)

Cost Center SHRE

*+ Sub Sub 2 ¥
FTE
(xaxx or 30}

Distribution Percent
(o o 000x)

#

5000
Distribution Begin MMIDBIVYYY -or- MM-DD-VVTY

MMIDBIVYYY -or- MM-DD-VVTY
* End Date il

|| Indefinite
SAVE CHANGES >
CANCEL >




Adding a new Entry to the Funding Information Tab

A “Funding Information” tab with no information looks similar to the screen below. To add funding
information, click the “Add New Entry” button.

FOS
PENDING 3
HISTORICAL RECS
SEARCH ALL JOB OFFERS
SEARCH ALL RECS
CLASSIFICATION
SEARCH ALL
POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PDS
L ADMIN
HOME
CHANGE PASSWORD
LOGOUT

* RMS USER TOOLKIT
® EMPLOYMENT SERYICES
* STAFF HR HOME

# UCSC HOME

View/Edit Non-Recruitment - 0801897

Funding
Information
1 Record
Location Org. Project Cost Distribution Distribution End
@ Code E] Code E] Eund E] Code Center E] Sitb E] [FUE E] Percent E] Begin E] Date
7 403017
| S0CSCH
Wiew | Edit ANJGRAD 20567 SHRE Sub Z2 1.0000 02461'33,1’
[1513-
Delete 114-11]

ADD NEW ENTRY |)
—

< <. RETURN TO PREVIOUS I CONTINUE TO NEXT PAGE =2

SAVE AND STAY ON THIS PAGE I

CANCEL I VIEW REQUEST SUMMARY > I

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

# RMS USER TOOLKIT

* EMPLOYMENT SERVICES

* STAFF HR HOME

#* UCSC HOME

*

TE

CE

*

Complete the funding information and click the “Add Entry” button near the bottom of the page. You will

Add New Entry
* Required information is denoted with an asterisk,

*

ADD ENTRY

CANCEL I

Location Code: Fihd|

Org. Code
(Known as "Account” in PPS)

Fund
{aae)

|4

Project Code
(Between 1 and & characters, Also known as
Activity)

Cost Center

Sub

|4

FTE
(x50 oF L)

Distribution Percent
(3.0 OF XXX

Digtribution Begin MMDDIYYY -or- MM.DD-YYY

MMDOMNYYY -or- MM-DD-VY YV
End Date LT o

Indefinice

be able to add as many funding entries as appropriate for the position(s).

Repeat the “Add New Entry” process until all funding information has been entered.




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.

Note: 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.

SEARCH ALL JOE DFFERS
| SEARCH ALL RECS
CLASSIFICATION

SEARCH ALL

| POSITION DESCRIPTIONS

| SEARCH ALL REQUESTS RMS Users are encouraged 1o make note in the Comments Tab when attaching documents here,
YIEW PENDING REQUESTS  JEN=ITaunetd

| SEARCH ALL PDS

Supplemental
Documents

ADMIN Attach / Remove Document Type Attached Document ¥iew Document
e Attach Organizational Chart Mok Attached
CHANGE PASSWORD
| LOGOUT Attach Mermo Mot Attached
Attach Cther Mok Attached
Attach Previous Job Description Mot Attached
* RMS USER TOOLKIT
* EMPLOYMENT SERYICES <<, RETURN TO PREVIDUS I CONTIMUE TO NEXT PAGE ==
& STAFF HR HOME SAVE AND STAY ON THIS PAGE |
= UCSC HOME
CAMCEL I VYIEW REQUEST SUMMARY == I

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, Excel (.doc, .xIs)

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.

10



| SEARCH ALL RECS
CLASSIFICATION
SEARCH ALL
| POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
| YIEW PENDING REQUESTS
| SEARCH ALL PDS
ADMIN
HOME
CHANGE PASSWORD
| LOGOUT

® RMS USER TODLKIT

® EMPLOY¥MENT SERVICES

® STAFF HR HOME

® UCSC HOME

Supplemental
Documents

RMS Users are encouraged to make note in the Cormments Tab when attaching documents here.
Return to Previous

Please choose one of the following methods to associate a document,

Upload a new document:

Browse below to select a document to associate, Supported document types: WWord, Excel, PPT,
PDF, JPEG, Yisio, RTF.

File: Choose. .

Comracn)

Paste a new document:

Please either copy and paste docurment text or type from scratch into the box below o associate a
document,

Text: N

Return to Previous

<< RETURN TO PREVIOUS

CONTINUE TO NEXT PAGE >3

11

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”).



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.

CLASSIFICATION
SEARCH ALL

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PD3

ADMIN
HOME
CHAMGE PASSWORD
LOGOUT

® RMS USER TOOLKIT
= EMPLOYMENT SERVICES

® STAFF HR HOME

SEARCH ALL

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PDS

ADMIN
HOME
CHANGE PASSWORD
LOGOUT

# RMS USER TOOLKIT
® EMPLOYMENT SERYICES
* STAFF HR HOME

& UCSC HOME

| 7 Org Chart

- e ® ek E-

RMS Users are encouraged to make note in the Comi
Return to Previous

Please choose one of the following methods to assoc

Upload a new document:

Browse below 1o select a docurment to associate, Su
PDF, JPEG, Visio, RTF.

File: |

File name: Inrgchart.pdf

ATTACH I

Flesoftype:  [AllFiles )

Paste a new document:

Supplemental
Documents

RMS Users are encouraged to make note in the Comments Tab when attaching
Return to Previous

Please choose one of the following methods to associate a document.

Upload a new document:

Browse below to select a document to associate, Supported document types: !
PDF, JPEG, AdisierF

A

document.

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

After clicking “Attach” you will get the following confirmation page. Click the “Confirm” button to complete
the attach process.

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PD%

ADMIN
HOME
CHAMGE PASSWORD
LOGOUT

& RMS USER TOOLKIT
& EMPLOYMENT SERYICES

= STAFF HE HOME

® UCSC HOME

Supplemental

Documents

RMS Users are encouraged to make note in the Cornments Tab when attaching documents here.

Click the Confir attach the document.
GO BAC || CONFIRM |

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE ==

SAVE AND STAY ON THIS PAGE I

12




Attaching Supplemental Documents PC — Viewing or Removing

After clicking the “Confirm” button, you will see a screen similar to the one below. This screen gives you
the option of viewing or removing the attached document(s) as needed.

RECRUITMENTS/OFFERS
POSTED, CLOSED RECS
PENMDIMG RECS
HISTORICAL RECS
SEARCH ALL JOB OFFERS
SEARCH ALL RECS

CLASSIFICATION
SEARCH ALL

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
YIEW PEMDIMNG REQUESTS
SEARCH ALL PDS

ADMIN
HOME
CHANGE PASSWORD
LOGOUT

® RMS USER TOOLKIT
® EMPLOYMENT SERYICES

= STAFF HR HOME

& UCSC HOME

» Welcome Donna D Approver. You are logged in, Friday, October 3, 2008

View/Edit Non-Recruitment - 0801897

Requisition

Funding
Information

Supplemental

Comments
Documents -

Infor mation

RMS Users are encouraged 1o make note in the Comments Tab when attaching documents here.
4 Records

Attach / Remove

Eemove )

¥iew Document

Document Type Attached Document

QOrganizational Chart Attached

Atkach rMemo Mok Attached
Attach Other Mot Attached
Atkach Previous Job Description Mat Attached

<< RETURN TO PRE¥IOUS |

CONTIMUE TO MEXT PAGE = I

SAVE AND STAY ON THIS PAGE I

CAMCEL I WIEW REQUEST SUMMARY >>2-

Click the “Continue to Next Page” button to go to the next tab.
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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.

Note: 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.

SEARCH ALL

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PDS

Supplemental

Documents

ADMIN
HOME RMS Users are encouraged to make nota in the Comments Tab when attaching docurments here.
CHANGE PASSWORD 3 Records
LOGOUT
Attach / Remove Document Type Attached Document ¥iew Document
Attach Organizational Chart Mot Attached
& EMPLOYMENT SERYICES Attach Memo Mot Attached
Attach Other Mot Attached
* STAFF HR HOME
* UCSC HOME
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE =2 |

SAVE AND S5TAY ON THIS PAGE I

CANCEL I VIEW REQUEST SUMMARY =2 I

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:
a. Adobe Acrobat (.pdf)
b. Microsoft Word, Excel (.doc, .xIs)

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.

Supplemental
Documents

RMS Users are encouraged to make note in the Comments Tab when attaching documents here.
Return to Previous

Please choose one of the following metheds to associate a document.

Upload a new document:

_proacs new Socument o St docmen e or, 0, o1 Note: there are two “Attach” buttons
DT, oE, viso, RTF. e pest o R on this screen. Be sure to click the
File: (Choose Flle ) no fle selecred “Attach” button which corresponds to
Macintosh Users: Please select the correct file type from the dropdown below. .

the method you choose (either
File type: @ “ ” “

Upload a new document” or “Paste

== a new document”).

Paste a new document:

Please either copy and paste document text or type from scratch into the box below to associate a
document.

Text:

14




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 below-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.

—_— . )
[a|»] @ | Documents ‘:! Q search E
= - |
TTTTTeTTIT T T TrEes T e m e T @Nelwark 2 =
Job Description / Requisition Funding Supplemen _/i Macintosh.
Position Information Information | Information Documeni -
RMS Users are encouraged to make note in the Comments Tab when attachii “ Desktop
Return to Py -
eturn to Previous (E, Jbf

Please choose one of the following methods to associate a document.

s& Applications |~
g Movies

Name Org Chart.doc
Size 492 KB
Kind Microsoft
Word

Upload a new document:

Browse below to select a document to associate. Supported document types
PDF, JPEG, Visio, RTF.

Musi document v
EMPLOYMENT SERVICES File(T Choose File Dno file selected uslc Created Yesterdayat 'y

9:53 AM
Macintosh Users: Please select the correct file type from the drop S 4 n

File type: | Microsoft Word = ( Cancel )
I Z
! Attach | >

™1 Pictures

STAFF HR HOME

Job Description / Requisition Funding Supplenr
Position Information |Duties| Information | Information Docum

When you click the “Choose” button
the name of the document will appear
in the space next to the “Choose File”
button.

RMS Users are encouraged to make note in the Comments Tab when atta
Return to Previous

Please choose one of the following methods to associate a document,

Upload a new document:

Browse below to select a document to associate.
PDF, JPEG, Visio, RTF.

File:

dpported documentty  Choose the correct file type from the

drop down menu.

e ——— )\ ™
| Choose File | Org Chart.doc

Macintosh Users: Please select the correct file

Click the “Attach” button to attach the
document.

After clicking “Attach” you will get the following confirmation page. Click the “Confirm” button to complete
the attach process.

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS

YIEW PENDING REQUESTS
SEARCH ALL PD%

ADMIN
HOME
CHAMGE PASSWORD
LOGOUT

& RMS$ USER TOOLKIT

® EMPLOYMENT SERYICES

& STAFF HR HOME

* UCSC HOME

Supplemental

Documents

RMS Users are encouraged to make note in the Cornments Tab when attaching documents here.

Click the Confirm vy to attach the document.
GO BACK CONFIRM

<< RETURN TO PREVIOUS I I

CONTINUE TO NEXT PAGE == I

SAVE AND STAY ON THIS PAGE I
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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 screen gives you
the option of viewing or removing the attached document(s) as needed.

RECRUITMENTS /OFFERS
POSTED, CLOSED RECS
PENDIMNG RECS
HISTORICAL RECS
SEARCH ALL JOB OFFERS
SEARCH ALL RECS

CLASSIFICATION
SEARCH ALL

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PD%

ADMIN
HOME
CHANGE PASSWORD
LOGOUT

® RMS USER TOOLKIT
& EMPLOYMENT SERYICES

® S5TAFF HR HOME

= UCSC HOME

+ Welcome Donna D Approver. You are logged in, Friday, October 3, 2008

View/Edit Non-Recruitment - 0801897

Supplemental

Documents

Infor rmation

RMS Users are encouraged 1o make note in the Comments Tab when attaching docurments here.
4 Records

Attach / Remove

C EBI‘HDVB D

Attached Document Yiew Document

Document Type

QOrganizational Chart Attached

Attach Temo Mot Attached
ftkach Okher Mok &tkached
Attach Previous Job Description Mot Attached

CONTIMUE TO MEXT PAGE = I

<< RETURN TO PRE¥IOUS |

SAVE AND STAY ON THIS PAGE I

CAMNCEL I YIEW REQUEST SUMMARY >

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.

RECRUITMENTS/OFFERS
POSTED CLOSED RECS
PEMDIMG RECS
HISTORICAL RECS
SEARCH ALL JOE OFFERS
SEARCH ALL RECS

CLASSIFICATION
SEARCH ALL

POSITION DESCRIFTIONS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PDS

L ADMIN
HOME
CHAMGE PASSWORD
LOGOUT

& EMS USER TOOLKIT

* EMPLOYMENT SERYICES

* STAFF HR HOME

® UCSC HOME

After making comments, click the “Continue To Next Page” button to view the “History Tab”, or click the

« ‘ielcome Donna D Approver. You are logged in. Friday, Ockober 3, 2008

View/Edit Non-Recruitment - 0801897

Comments

<<l RETURN TO PREYIOUS I CONTINUE TO NEXT PAGE ==

PLEASE MOTE: Information provided here will be viewable by all users with access to this request.
*Required information is denoted with an asterisk,

Enter Comments Here

Certified Hiring Manager {CHM)

Human Resources Partner (HRF)

Recruitment Specialist (RS}

Divisional Approver enkers comments here, -

Divisional Approver (D&}

Classification Analysk {CA)
Swstemn Administrator (SA)

*Required information is denoted with an asterisk,

< <. RETURN TO PREVIDUS I CONTINUE TO NEXT PAGE =2+ I

SAYE AND STAY ON THIS PAGE I

CANCE VIEW REQUEST SUMMARY = I

“View Request Summary” button to go directly to the Request Status page where you may approve the
request or direct the request to the next appropriate stage of the workflow.
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History Tab

The “Request History” tab allows you to review the progression of the request through the workflow.

The “View Summary” links allow you to view the details of the request as it appeared at each stage.

Click the “Continue To Next Page” button or the “View Request Summary” button to go to the “Request
Status” page. From the “Request Status” page you can make selections to direct the request to next
appropriate stage of the workflow.

NOTE: The “View Request Summary” button appears at the bottom of each tab. You may click this button
at any point in your review, from any tab, to go directly to the “Request Status” page.

RECRUITMENTS /OFFERS
POSTED/CLDSED RECS
PENDINMG RECS
HISTORICAL RECS
SEARCH ALL JOB OFFERS
SEARCH ALL RECS

CLASSIFICATION
SEARCH ALL

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PDS

L ADMIN
HOME
CHANGE PASSWORD
LOGOUT

* RMS USER TOOLKIT
* EMPLOYMENT SERYICES

* STAFF HR HDME

# ICSC HOME

« ielcome Donna D Approver, You are logged in, Friday, Ockober 3, 2003

View/Edit Non-Recruitment - 0801897

Requisition Funding Supplermental |~ T Request
Information | Information Documents = EEREIGRY
History Modified By
10-02-2008 2:27 PM Jean Fargo
H’Eﬁ got Savad, bt Sutemitted
10-02-2008 3:16 PM Jean Fargo
Pending Rer. Specialist Review
Wi SUmmary
10-02-2008 3:32 PM Rebecca R Specialist
Panging Divisions! Anorova!
Wiet Summary
<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >3
SAVE AND STAY DN THIS PAGE |

CAMCEL VIEW REQUEST SUMMARY === I
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Approving the Request

After clicking the “Continue To Next Page” or the “View Request Summary” button you will see a screen
similar to the one below, the Request Status page.

. “Save at Current Status” will allow you to save your data and continue working on the request at a
later time. The request will not move forward in the workflow.

o “Problem with Request” will return the request to the HRP to make necessary adjustments. Be
sure to include comments detailing the adjustments needed. The request will come back to you
for review/approval.

o “Request Classification Review” will move the request forward in the workflow to a status of
“Pending Classification Review”. Note: Selecting this status indicates your approval of the
request.

o “Withdraw Request” will permanently cancel the recruitment request.

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, then click “Confirm”.

b AELH A UE LU L

SEARCH ALL RECS To change the status of this request, choose from the statuses below:
CLASSIFICATION

SEARCH ALL Edit @ Printer-Friendly Version
POSITION DESCRIPTIONS

SEARCH ALL REQUESTS Request Status

YIEW PENDING REQUESTS

SEARCH ALL PDS | Save at Current Status
ADMIN Problem with Request

HOME guest Classification Review
| CHANGE PASSWORD

. e .
EETIT _ Withdraw Request (Permanent Action - Mon-Reversible!)
CAMCEL CONTIMUE I

* RMS USER TOOLKIT Job Description / Position Information

* EMPLOYMENT SERVICES Miscellaneous Information

RS EEIRIE e Request Number 0801897

= UCSC HOME

Request Type MNon-Recruitment

RECRUITMENTS/OFFERS s Welcome Donna D Approver, You are logged in. Friday, October 3, 2008
POSTED, CLOSED RECS
PENDING RECS .
HISTORICAL RECS Confirm Change Request Status

SEARCH ALL JOB OFFERS . .
SEARCH ALL RECS You are abaout to change this request to the fallowing status:

CLASSIFICATION
SEARCH ALL
POSITION DESCRIPTIONS

Request Status

SEARCH ALL REQUESTS

VIEW PENDING REQUESTS
SEARCH ALL PDS Request Classification Review

L ADMIN
HOME GIIIB.HIZI(I CONFIRM

CHANGE PASSWORD
LOGOUT
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APPROVING A JOB OFFER

Searching for a Job Offer Request

You will receive a system-generated email when a job offer request requires your approval.

Note: You will only be required to approve job offers that are above the minimum salary, the appointment
% time has increased, additional offers not previously approved, moving expenses, etc.

To review and approve the job offer request:

e Login to the system

e Under Recruitments/Offers in the left navigation bar click “Search All Job Offers”
e Check the Request Status box “Job Offer Pending Divisional Approval’

e Click “Search”

You may also check any combination of boxes to search for a job offer request at another status or when
you don’t know the current status. This search feature is useful when you have already approved a job

offer and you would like to see where it is in the workflow.

RECRUITMENTS/OFFERS +‘Welcome Donna D Approver, You are logged in,
POSTED ! HECK

¥ PENDING RE!
HISTORICAL RECS Search All Job Offers

SEARCH ALL JOE OFFERS

Friday, October 3, 2008

SEARCH ALL RECS
CLASSIFICATION Search All Job Offers

SEARCH ALL
POSITION DESCRIPTIONS Check All Clear Al ]
|| Job Offer Saved, No Offer Pending

SEARCH ALL REQUESTS
Job o ]

¥IEW PENDING REQUESTS ding HRE B
SEARCH ALL PDS ~/ Joh Offer Pending Divisional Approval

|| Offer Pending

HOME || Problem with Job Offer
CHANGE PASSWORD " n . Recruitment
T Request L Penj!ng EEQIAA Waiver ‘Oplnlon L
Skatus || Pending Waiver Approwval thic Hire
|| Offer In Progress
|| Approved ko Hire
|| Hired
* RMS USER TOOLKIT || Cancelled Request bo Offer
© EMPLOYMENT SERVICES Lt
|| Offer Declined
® STAFF HR HOME
Division, & = §3|e§_t§dt
Organization ¥ = andidate
& UCSC HOME Last Mame
Recruitment | Ay -

Tvpe

SEARCH I CLEAR RESULTS I

Viewing a Job Offer Request Requiring Approval

Click the “View” link under the classification title to open the job offer request pending approval.

| ETETm
| POSITION DESCRIPTIONS 1 Record
ll SEARCH ALL REQUESTS
¥IEW PENDING REQUESTS Classification Job Rec. CHM
| SEARCH ALL PDS L L Number L Type v (&)
ADMIN ASST DEAN
| HOME cH
CHANGE PASSWORD (EI;:E}IDNAL Bl 0501790 Open Manager,
| LOGOUT - Cathy
| iew
|
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Reviewing and Approving a Job Offer Request

Review the information in the “Job Offers Details” tab. If any of the details are incorrect or missing, you
will send the job offer request to your HRP for adjustments. Make careful notes in the “Comments” tab
with instructions for your HRP.

Note:
The “Final Terms & Conditions” tab will be completed by the Recruitment Specialist after the formal job
offer has been completed.

Review the information in the “Funding Information” tab and edit as necessary.

Use the “Comments” tab to clearly document the following: what you are approving (e.g., include the
exact salary, change in % of time, approved moving expenses), edits you made to the “Funding
Information” tab, problems you identified for your HRP to correct. Thorough comments will ensure
appropriate and timely job offer processing by the HRP and Recruitment Specialist.

After making comments, click the “Continue To Next Page” button to view the “History Tab”, or click the
“View Request Summary” button to go directly to the Request Status page where you may approve the
job offer or direct it to your HRP for edits/corrections.

RECRUITMENTS/OFFERS

+ Welcome Donna D Approver. You are logged in. Friday, October 3, 2008

View/Edit Begin Job Offer - Apple - 0801790

POSTED/CLOSED RECS
PENDING RECS
HISTORICAL RECS
SEARCH ALL JOB DFFERS

SEARCH ALL RECS
| CLASSIFICATION
SEARCH ALL

| POSITION DESCRIPTIONS
SEARCH ALL REQUESTS

Job Offer
Details

CONTINUE TO NEXT PAGE >3 .

VIEW PENDING REQUESTS
SEARCH ALL PDS

ADMIN
HOME

CHANGE PASSWORD:
LOGOUT

® RMS USER TOOLKIT

® EMPLOYMENT SERVICES

® STAFF HR HOME

® UCSC HOME

*Required information is denoted with an asterisk,

Recruitment Info
Job Mumber

Request Type

Recrulment Type

Position Description (FD) Number
DivisionOrganization
Department Linit

Respansible Certified Hiring Manager

Enter name of Hiring Manger here
(type NA IF same as above).

Hiring Manager Phone
ORI

Hiring Manager Email
Respansible Divisional Approvers

Respansible HR Partner

HR Partner Phone
HHR-HER-KKKK

HR Partner Email

Service Team Representative
(Hote: Individual responsible for
Service Team or-boarding.)

Salary ko Offer
Note: Appointments made above
the minimum of the salary range
must be approved by the
Divisional Approver.

Is this a Critical Position?

T yes, please check all applicable pre-
employment background checks

TF you selected ‘license, cartificate or
degree” above, speciy the type here:

Wil the: employves be required to
participate in the MY Pull Motice
Program?

Is this position considered a
designated official?

Click Here to raview the lisk,

All pre-offer background checks
complete?

Additional instructions For recruitment
specialisk regarding this job offer

0201790
Update ta Fill

Open

Social Sciences [218]

Soc Sci : Soc Sci, Dean's Office [4089-318-34]
C H Manager, Cathy

Sheldon Kamieniecki

831-459-3212

sk1@ucsc.edu

D Approver, Donna
D Approver, Donnald

H R Partner, Helen
B831-459-5425

hrp@uicsc.edu

Sussie Brown

$7000.00

fes

Criminal Histary Review

Mo

Mo

*Required information is denated with an asterisk,

SAVE AND STAY ON THIS PAGE |

CONTINUE TO NEXT PAGE >

cancel | (VIEW REQUEST suMMARY )|
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Reviewing and Approving a Job Offer Request Continued

After clicking the “Continue To Next Page” button or the “View Request Summary” button you will see a
screen similar to the one below.

e “Save at Current Status” button will allow you to save your data and continue your work on the job
offer request at a later time. The job offer request will not move forward in the work flow.

o “Approve Offer Pending” button will move the request forward in the workflow to a status of “Offer
Pending” and alert the Recruitment Specialist that the job offer request is ready for review.

e “Problem w/Job Offer” button will return the job offer request to the HRP to make necessary
adjustments. Be sure to include comments detailing the adjustments needed.

e “Cancel Request to Offer” button will permanently cancel the job offer request.
Note: (See the Email Notifications section to see when emails are generated and who receives them)
When the Recruitment Specialist completes their review and all approval steps are complete, the
Recruitment Specialist will extend the formal job offer, secure a start date and/or sign-up date, complete
the “Final Terms & Conditions” tab, and status the job offer as “Approved to Hire”.
Select the appropriate radio button, click “Continue” to go to the confirmation page, then click “Confirm”.
Note: Once you move a job offer request to a status of “Offer Pending”, you will have view-only rights. If

further divisional approval is required (e.g., salary negotiation), the job offer request will be sent back to
you for subsequent approval and/or comments.

RECRUITMENTS /OFFERS
POSTED CLOSED RECS
e TORICA RECS View Begin Job Offer Summary - Apple - 0801790
SEARCH ALL JOB OFFERS
SEARCH ALL RECS To change the status of this request, choose from the statuses below:

CLASSIFICATION
SEARCH ALL Edit @ Printer-Friendly Wersion

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS Request Status
VIEW PENDING REQUESTS
SEARCH ALL PDS Save ab Current Status

ADMIN mi ove Cffer Pending
I _ Problem v Job Offer

fg:gﬁ: RASSWORT ) Cancel Request to Offer (Permanent Action - Kon-Reversible!)

+ Welcome Donna D Approver. You are logged in. Monday, Ockober 6, 2008

CAMNCEL CONTIMUE I

& RMS USER TOOLKIT Job Dffer Details

& EMPLOYMENT SERVYICES Recruitment Info

® STAFF HR HOME

Job Mumber 0801790
UCSC HOME
* Request Tvpe Lpdate o Fill
Recruitrient Type Open

Pasition Description (L Mumbet

Division,/Crganization Social Sciences [318]
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Viewing a Completed Job Offer

A completed job offer will be at a status of “Approved to Hire” or “Hired”. To view the final details of the
accepted job offer click the “Search All Job Offers” link under the Recruitments/Offers section of the left
navigation bar.

Check the “Approved to Hire” and “Hired” request status boxes (or Check All), enter the recruitment
number, & click “Search”.

RECRUITMENTS/OFFERS « Welcome Jean Fargo. You are logged in as 15707 User, Manday, October &, 2008
POSTED, CLOSED RECS

Search All Job Offers

SEARCH ALL RECS
CLASSIFICATION Search all Job Offers

SEARCH ALL
POSITION DESCRIPTIONS Check All Clear Al ;
Job Offer Saved, Mo Offer Pending

SEARCH ALL REQUESTS
Job Offer Pending HRP Review

YIEW PENDING REQUESTS
SEARCH ALL PDS Job Offer Pending Divisional Approval

()

ADMIN Offer Pending
HOME || Prablem with Job Offer
LOGOUT i i i Recruitment
LOGOUT OF 2ND ACCOUNT Request || Pending EEO/AA Waiver Opinion i e
Skakus Pending Waiver Approval A
= this Hire
Offer In Progress
! Approved ko Hire
|| Hired
SARllSERpO || Cancelled Request ko Offer
® EMPLOYMENT SERYICES — ity (ecialat]
|| Offer Declined
* STAFF HE HOME
Division Py - Eele;_t;dt
Organizakion ny — U=
* UCSC HOME Lask Marne
Recruitment | Any |
Type

SEARCH ’ CLEAR RESULTS I

Click the “View” link under the classification title to see the final details of the job offer.

kY Dy UL O
PENDING RECS .
HISTORICAL RECS View Job Offers
SEARCH ALL JOB OFFERS

SEARCH ALL RECS b Off
CLASSIFICATION Job Offers

SEARCH ALL
POSITION DESCRIPTIONS 1 Record

. Firskt
YIEW PENDING REQUESTS " . Job Rec. Candidate Current ;
SEARCH ALL PDS (¥] Classification (W), pex Type (VIER VA e Status A z:hm'tte'j to
ADHIN AMNALYST, BUDGET
HOME D Approved to
AR WT:WSS] 001760 Open Last il 09-15-200%

LOGOUT OF 2ND ACCOUNT

I
I SEARCH ALL REQUESTS
I
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NON RECRUITMENT/WAIVER OF RECRUITMENT (NR/W) OVERVIEW
Reviewing a Request

The CHM/HRP initiates a Non-Recruitment or Waiver of Recruitment Request and the workflow is the
same as the Open/Campus Only (O/CO) Request.

The review process for Non-Recruitment and Waiver of Recruitment Requests is the same as the O/CO
Request review process, except for the differences noted below.

Note: When reviewing the “Job Description/Position Information” tab, it is very important to verify that the
Request Type and the Recruitment Type match. If these fields do not match, add a comment in the
“Comments” tab, status the request as “Problem with Request” and send the request back to the HRP to
correct these fields.

RECRUITMENTS/OFFERS o Welcome Donna D Approver, You are logged in. Monday, October 6, 2008
POSTED,CLOSED RECS

ko View/Edit Non-Recruitment - 0801897
—

HISTORICAL RECS
SEARCH ALL JOB OFFERS
SEARCH ALL RECS Jobh DESEI’iptiDI’I /
CLASSIFICATION Position
SEARCH ALL Information
POSITION DESCRIPTIONS
SEARCH ALL REQUESTS CONTINUE TO NEXT PAGE =
¥IEW PENDING REQUESTS
SEARCH ALL PDS
ADMIN
HOME
CHANGE PASSWORD *Required information is denoted with an asterisk,
LOGOUT

Miscellaneous Information

Request Number 0801897

# RMS USER TOOLKIT
Request Type Mon-Recruitment

® EMPLOYMENT SERVICES
Recruitment Type Mon-Recruitment

® STAFF HR HOME

Copied from PD number 200153

Review the “Requisition Information” tab. Remember the person to hire has been identified; you are
approving the salary to offer the selected hire(s) and the level of benefits entered in request.

Complete the review process following the same steps you would for an O/CO request type.

FreraTeL 5 View/Edit Non-Recruitment - 0801897

|
| HISTORICAL RECS
SEARCH ALL 1DB OFFERS
| SEARCH ALL RECS
| CLASSIFICATION
SEARCH ALL
| POSITION DESCRIPTIONS
| SEARCH ALL REQUESTS << RETURN TO PREVIDUS | CONTINUE TO NEXT PAGE >

VIEW PENDING REQUESTS
SEARCH ALL PDS

ADMIN
HOME
CHANGE PASSWORD *Required information is denated with an asterisk,
LOGOUT

Appointment Information

Appoinkment Type - Recruibtment Limited/Termporary
* RMS USER TODLKIT
Appointment Duration With an end date
* EMPLOYMENT SERVICES
End Date
& STAEF HR HOME {Type "Mone" for Indefinite 04/30/2009
Appointments)
* UCSC HOME Start Date (Choose one) Immediate Opening
Percentage of Time
1T B, enter zero) 100
Fixed or ¥ariable? Fixed
Shift Differential Mo

IF yes, percentage of time

Furlough Mo
If yes, basis Mo Response

IF yes, Furlough time period
(Specify date range, number of
weeksimonths, or TED)

Salary to offer (Non-Rec o Waiver
Only)

Bensfits Eligibility
Click here for more information.

Thig position is eligible for Mid-Level benefits

Schedule Information

Schedule Full tirne:
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Recruitment Posted Email Notification

Divisional Approvers receive a copy of the system-generated email notification that the position
has been posted. It is important to confirm that the position is posted correctly.

Non-Recruitments and Waivers of Recruitment are posted in a hidden way in RMS so they are
not visible to the pubic. They can be accessed only by using a quicklink specific to the
recruitment.

Divisional Approvers also receive a system —generated email notification when an offer has been
formally accepted — this is true for all recruitment types.

(See the Email Notifications section to see when emails are generated and who receives them)

RMS System Gererated Email
Suhject Line:_[RMS Job # 0801944] Non-Rec/Waiver Ready For Application —
Recipienis: CHM, HRP, DA

Email Conient:

Pleage DO HOT BESPOND to this ermail. Feplies to this ernail will not be answered.
Contact information is provided below.

Diear BIvIS User,
The following recraitrnent is at a status of: Hon-BecWatver Posted.

Job #0301621

Job Title: L Testing to Create WEW Posting
DrefOrz: ARTE [317]

Fecrmtrent Type: Mon-Becrntrent

Indriduals selected for hire ranst apply using the recruitrent guick link before a job
offer canbe ratiated. & ternplate corarmmde ation has been provided below to enable
your coreronrication with the Selected Hire.

TEMPLATE EIWVIAIL:

Dear [Fill Candidate nare in here],
You have been selected for hare into the following position:

Joh # 0801621

Job Title: L Testing to Create WEMW Posting
DirwefOrg: ARTE [317]

Fecrntrnent Type: Mon-Hecruitrment

Yo ranst cormplete the following steps before a job u:nﬁ'er ca.nbe extended to you:
the

-Go to htfpe:fjobs aesc edu; create andstu:ure At applic
-Use this link_Fiffps fics067. <+“— Quicklink

access the job posting, g B ]
page. If this link does not take j,routcn the page copy andpaste the URL mnto sronr
browser's address bar.

-Attach covver letter, resurme, and up to three additional docurments to your application as
approprate.

Yo will receve a formal job offer frore TCSC Staff Hurnan Resources after ywour
application rmaterials have heen recemved.

Cmestions should be directed to: Human Resonrces Partner Castro, Lo, 353-355-33353,
Theastro@ucse.edu.

Thank o,
Castro, Lon
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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 emalil 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 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)
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ADMINISTRATIVE FUNCTIONS

Changing Your Password

To change your password, click the “Change Password” link under the Admin section of the left
navigation bar, and enter the required information. The change will be updated automatically.

RECRUITMENTS;/OFFERS
POSTED,/CLOSED RECS
PENDING RECS
HISTORICAL RECS
SEARCH ALL JOB OFFERS
SEARCH ALL RECS

CLASSIFICATION
SEARCH ALL

POSITION DESCRIPTIONS

SEARCH ALL REQUESTS
YIEW PENDING REQUESTS
SEARCH ALL PDS

ADMIN
HOMF
CHANGE PASSWORD
LOGOUT

+ Welcome Donna D Approver, You are logged in, Monday, October &, 2008
Change Password
To change your password, please enter your current password followed by a new one.
Password Information
Current Password:
Menw Password:
Confirm Password:

SUBMIT PASSWORD CHANGE I CANCEL I
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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: Itis 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

1JUCSC RMS - Opera o =]

File Edit Miew Bookmarks ‘Widgets Tools Help

 veweas [ G-

o = = |k fc?:- ” || https:}ftraining0s7 . peopleadmin. comjuserfilesfjs T3 = Google

STAFF EMPLOYMENT =}

OPPORTUNITIES 5
IE SHNTH CAUL=

n s

RECRUITMENTS,OFFERS -« Welcome Donna D Approver, You are logged in,

POSTED/ CLOSED RECS

PENDING RECS . .

HISTORICAL RECS User's Site

SEARCH ALL JOB OFFERS

SEARCH ALL RECS Meed Help? Please contact the RMS Systern Administrator at rms-help@ucsc.edu, or call
CLASSIFICATION

SEARCH ALL For details, click the "Wiew" link below Job Title, To sort, click the arrow next to the colur

POSITION DESCRIPTIONS
SEARCH ALL REQUESTS Posted, Closed Recs L1
YIEW PENDING REQUEST!
SEARCH ALL PDS

ADMINM 3 Records
HOME

: Job
CHANGE PASSWORD (W] Job Title (W]

Mumber Type

SN BT p— — - '

Rec. Rec. Status In
E] E] CHM E] Status E] Date @ IRD E] Ja

Mac

@ (&) UCSC RMS

Q:IY @ TNPH @ hups:/ /training067 .peopleadmin.com/userfiles/jsp/shared /frameset/Frameset jsp?time=1223327505232

Getting Started Latest Headlines =,

STAFF EMPLOYMENT [
OPPORTUNITIES

U5 SANTA CRUT =
RECRUITMENTS/OFFERS
POSTED/CLOSED RECS = Welcome Donna D Approver. You are logged in.
PENDING RECS

HISTORICAL RECS User's Site
SEARCH ALL JOB OFFERS

Monday, October 6, 2008

Need Help? Please contact the RMS System Administrator at rms-help@ucsc.edu, or call 831-459-5444.

For details, click the "View" link below Job Title. To sort, click the arrow next to the column title.

RCH ALL REQUESTS
VIEW PENDING REQUESTS Paosted /Closed Recs

3 Records

W] Job Title (¥ ';":?"ber (W) Rec.Type  (WiCHM (W] 225 W oats Awo @& ::?é“ﬁ"‘::e [&] Hires
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