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INTRODUCTION 
 

Welcome to Jobs at CU, the University of Colorado’s online position 
description, employment application and onboarding new employees 
system.  Please use this guide in conjunction with the DL Glossary. 
 
You will use this system to: 
• Create, modify and approve positions 
• Advertise recruitments online  
• Review applicants to your postings 
• Allow search committee members to review and rank applications 
• Communicate applicant statuses to Hiring Authorities and Campus 

HR Users 
• Hire new employees from applicants 
• Provide new employees information to begin their employment 
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In the Hiring Proposal, enter all data you 
want to feed over to HRMS 
 
When done, click Next 
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If no attachments are 
uploaded, click next 
to move to summary 
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After reviewing the 
Hiring Proposal 
Summary and are 
ready to have the 
hiring proposal 
approved, click on 
Take Action on 
Hiring Proposal.  
Following your 
campus workflow, 
select the correct 
Approver. 
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Enter Comments 
(Optional) & add to 
watch list if needed 
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Once the Hiring Proposal 
has been approved and 
submitted to HR they can  
review, edit or approve 
the Hiring Proposal.  If 
approved for Offer the 
Hiring Proposal will then 
go to the Department 
Approver 
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Enter comments or add to 
watch list (Optional) 
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The department extends 
the job offer to the 
applicant. If the offer is 
accepted by the applicant, 
the Department Approver 
will finalize the process by 
clicking Take Action on 
Hiring Proposal and 
selecting Offer Accepted- 
Send to PeopleSoft (HRMS) 
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Once submitted you will receive the 
green bar notifying you the posting 
was successfully transitioned.  The 
applicant and position information will 
be loaded into HRMS overnight. 

Once the Hiring Proposal 
was successfully 
transitioned you will be 
able to Create the 
Onboarding Event. 



This concludes the Hiring 
Proposal process. 

Thank You! 

Any Questions? Please send to 
jobsatcuhelp@cu.edu 
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