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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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Modify Existing Position 
  

Please use these instructions to assist with 
modifying an existing position. 
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1.) Go to Position 
Management Module  

2.) Change role to DRL/PPL 



5 

1- Select Position 
Descriptions Tab 

 

2- In Search Field, enter Working Title 
or HRMS position number that you 
want to modify.  
*Note: If you search by position 
number you must include the leading 
zeros 
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Search results will be 
displayed here 

When you find 
the working title 
you want to 
work with, click 
on the title 



7 

1.) Review the position 
description to ensure you 
have the correct position 

2.) If this is 
the correct 
position, click 
on Modify 
Position 
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Click on Start button 
when you are ready to 
work on this modify 
process. 
Note: Once this action 
has been selected you 
must complete the 
approval action 
otherwise this position 
will be locked  
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Note: Use the save button if you 
need to exit PeopleAdmin and 
return at a later time or if you 
want to jump to another page. 
If you continue and click next, it 
will auto save and move to the 
next page. 



10 

On Modify Position, most of the data 
fields for this position will be auto 
populated. Please edit as needed and 
make sure the required fields have 
been updated 
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Please be sure that 
percentage of time for all 
duties equal 100% 

Since Classified and 
University Staff are 
now combined into 
one template, 
required for classified 
positions are denoted  

To add additional duties, click 
Add Duties Entry 
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Note: Required field 
for Classified 
Position 
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Note: If you select “Other” 
please include text 

Select drop down to find the level of demand that 
BEST describes each of the selections.  If you are 
unsure of what range the duty falls under, click on 
the link to view the State details 

Select all functions 
that apply to the 
position 
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Note: If you enter this 
now, it will carry over to 
posting so you won’t 
have to enter it there 
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Multi-Select Field. Select all that 
apply 



16 

To use search function 
here, click on Filter 
these results 
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If you need to search for a supervisor, 
click on “Filter these results”  

Enter last name, or search by 
HRMS Position Number (be sure 
to include leading zeros) 
 
 
 
Click on the drop down for 
Position Type and designate the 
position type of the supervisor’s 
position 
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Click on the correct 
supervisor and click 
on ‘Next’ 
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To upload, remove or 
enter documents, click 
on Actions button 
Note: Documents will 
be converted to PDF. 
**PowerPoint 
documents must be 
converted to PDF 
before it can be 
uploaded 
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Here is an example of what you will see when you select 
Upload New 
Click browse to find your document, then click Browse 
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If  you are authorized to fill out the 
position budget information, enter 
the correct data in the appropriate  
fields. 
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Once you click on the Summary tab 
you will be able to review all the 
position information 
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Created by will be the 
initiator (you). Once 
you send for approval, 
the owner will change 
to the Role (DRL/PPL) 

 

Edit will allow you 
to make changes 
before submitting 
to next level 
approver 

Status will be Draft since 
this is the initial draft 
and had not been 
approved 
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Review Data  
Look  for Blue circles with a 
check box on the titles.  If 
you have an Orange circle 
you will need to open that 
section and complete the 
necessary information 
After reviewing the summary 
and ready to move on with 
approvals, click Take Action 
on Action 
Select your campus workflow 
next level approval 
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Enter Comments for 
next approver 
(Optional) 
 
Select Add to watch list 
if you want to monitor 
the progress if this item 
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This bar indicates the position 
has been successfully 
transitioned to next approver 

Once it’s been submitted status 
has changed and owner has now 
changed  



27 

Department Approver will then receive 
email notification that there is an 
action for them to approve 
They will go to PeopleAdmin and 
review the position and edit if they 
need to. They will then approve by 
clicking Take Action on Action and 
sending to next level for approval 
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Enter Comments for 
next approver 
(Optional) 
 
Select Add to watch list 
if you want to monitor 
the progress if this item 
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Once the Appt Authority reviews or 
edits, they can send to HR  
 
Take action on Action and send to HR 
Approval 
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Enter Comments for 
next approver 
(Optional) 
 
Select Add to watch list 
if you want to monitor 
the progress if this item 
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Once HR has reviewed, they can 
finalize the position 
 
Take action on action and send to 
All Approvals Obtained 
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Enter Comments for 
next user  (Optional) 
 
Select Add to watch list 
if you want to monitor 
the progress if this item 



Create Position  

Please use these instructions to assist with 
creating a new position 
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3- Click on Create New 
Position Description 
 

1- Go to 
Position 
Management 
 

2- Click on Position 
Descriptions  
Select position type 
(Classified/University 
Staff, Faculty, 
Research Faculty) 
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Select New Position 
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Enter values for 
Working Title. 
Campus, Division and 
Department will auto 
default based on your 
location 

If you are going to clone and existing 
position, select from the values under 
Position Descriptions  
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On Proposed Title/Job Code Tab: Data 
fields will auto populate the classification 
you selected to clone 
Review 
Click Next 
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Enter Required Information 
Fill in boxes that carry over 
to posting 
 
Click Next 
 
Note: Funding is a multi-
select option so click all 
that apply 
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Position Description Continued 
Enter all required data 
Click Next 
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Enter at least one duty to equal 
100% 
Note: Can add more than one but 
must equal 100% 
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Select from drop down the option that best 
applies to this position 
Fill in all required fields – Required for 
Classified positions 
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Select all that describe essential 
functions of the position 
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Any data fields entered here 
will carry over to posting 
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Update all fields needed for this position as it 
applies 

Background check is multi-
select field  
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Enter last name, or search by HRMS 
Position Number (be sure to include 
leading zeros) 
 
Click on the drop down for Position Type 
and designate the position type of the 
supervisor’s position 
 

If you need to search for a supervisor, 
click on “Filter these results”  
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Click on the correct 
supervisor and click 
on ‘Next’ 
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To upload, remove or 
enter documents, click 
on Actions button 
Note: Documents will 
be converted to PDF. 
**PowerPoint 
documents must be 
converted to PDF 
before it can be 
uploaded 
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This page will only be available to HR 
Staff 
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Review Data  
Look  for Blue circles with a check box 
on the titles.  If you have an Orange 
circle you will need to open that section 
and complete the necessary 
information 
Ready to send to next level for approval 
Take Action on Action  
Select Final Dept Review  
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Enter Comments for 
next approver 
(Optional) 
 
Select Add to watch list 
if you want to monitor 
the progress if this item 
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The position has successfully 
transitioned to Dept. Approver for 
review and approval 
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Enter Comments for 
next approver 
(Optional) 
 
Select Add to watch list 
if you want to monitor 
the progress if this item 
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Once the Appt Authority reviews or 
edits, they can send to HR  
 
Take action on Action and send to HR 
Approval 
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Enter Comments for 
next approver 
(Optional) 
 
Select Add to watch list 
if you want to monitor 
the progress if this item 
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The position will be waiting in the Inbox under 
“Actions” for approval 
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Review the Summary Page to ensure all 
data is correct 
If all data is correct, the HR approver will 
then approve 
Take action on action 
Send to All Approvals Obtained 
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Enter Comments for 
next approver 
(Optional) 
 
Select Add to watch list 
if you want to monitor 
the progress if this item 
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Once All Approvals have been obtained, the  
position will be assigned to DRL/PPL to initiate 
the Posting Process 
 



This concludes the Modify & 
Create position processes 

Thank You! 

Any Questions? Please send to 
jobsatcuhelp@cu.edu 
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