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CU Careers: Step-by-Step Guide

Posting and Unposting a Requisition

This section describes how to post a requisition to the web. The ability to post is determined by your access
level. It order for certain integrations to function properly, including the collection of a candidate’s date of

birth/social security number and the collection of confidential letters of recommendation, a user must post to
those sections as well as the external/internal career sites.

Prepare the Position for Posting

This section describes a key step in preparing a position for posting. This step must be completed in order to
be able to post the requisition.

1. Click Requisitions in the green task bar. Resl e e [T PSR! s O e

Requisitions
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1 Director - Campus Recreation

1 Elementary Education
Professor

2. From the Requisitions list, click the name of the requisition to be posted.

3. Click More Actions, | Merectons =
4. Click Save as Open.
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Request Action (if unable to post)

If you do not have access to post, read this section for a description of the steps needed to trigger the system
to send an email to the HR consultant responsible for posting the requisition.

5. Click More Actions, | MereAstens =

Maore Actions w

! | Reguest action |
Posting and Sourcing...

6. Click Request Action.

* Select 3 contributor

7. Click the button next to the field Select a contributor.

8. Use the Quick Filters on the left of the page to search for users. After entering data into a field, click
the refresh button to show your results.

Quick Filters

Name
Tracy Hooker
Emaill Address

fn)
Title

o
Keyword

Ln]

9. Click Select next to the Search Committee Members you would like to add.
10. Click Done.

The identified contributor will receive an email that includes any comments entered notifying them that
the requisition is ready to be posted.
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Post the Requisition to the Web

11. Click the Posting and Sourcing tab.

Requisition Herts Aftachments | Posting and Sourcing | | History

12. Click Modify. = Medfv..
13. Choose Start Date if future dated by clicking dropdown or clicking the calendar.

Start Date

Today

v [

14. Choose an End Date if this is not an ongoing posting, or leave the defaut of Ongoing. (Choosing
Ongoing requires you to fill the postiion or remove the posting manually. See the following section,
Unposting a Requisition, for directions.)

End Date
Omngoing > E‘
15. Select checkboxes next to posting status:
gy — 2Bl agm o ]
S — P g T K
L
e CU-External-Career Section: Must be selected to post to CU Careers for external applicants.
e DOB/SSN Collection-HR use only-Finalist DOB/SSN collection: When you are ready to
collect DOB/SSN information from your selected finalist, contact your campus HR.
o Required for Request of Confidential Letters of Recommendation: Must be selected if you
are collecting confidential letters of recommendation.
e CU-Student-Temp-Career Section: Leave unselected.
e CU-HireVue: Must be selected if using HireVue to interview candidates.

CU-Internal-Career Section: Must be selected to post to CU Careers for internal applicants. If
a requisition is posted externally, it must be posted internally.

16. Click Done. The status will appear as Posted.

Career Sections

Fost iobs on external and internal career sections.

Modify... Share
Career Section Visibiity Display Type Status Start Date End Cate
CU - External - Career Section  External Public Posted Apr 29, 2015, 12:51:05 PM
DHOB/SSN Collection - External Private Posted Apr 29, 2015, 12:51:05 PM
REGQUIRED FOR POSTING
Required for Request of External Private Posted Apr 29, 2015, 12:51:06 PM
Confidential Letters of
Recommendation
CU - HireVue External Private Posted Apr 29, 2015, 12:51:06 PM
CU - Internal - Career Section Intranet Private Posted Apr 29, 2015, 12:51:06 PM
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Unposting a Requisition

This section describes how to unpost a requisition from the web.

Tasks Requisitions Candidates Offers Libraries

1. Click Requisitions in the green task bar.

Requisitions

(]
=y
LIA| & (=] me 1
1 Director - Campus Recreation
1 Elementary Education
Professor

2. From the Requisitions list, click the requisition to be unposted.

Requisition Alarts Aftachments | Posting and Sourcing History

3. Click on the Posting and Sourcing tab.

Click Modify. Mo

Uncheck CU-External-Career Section and CU-Internal-Career Section on the right side.

ng Requisbon: =8

Posting Requisitions

Caroer Secton. eality Dwgley Type | Seguance  Start Dals End Dade Postng Stabm |||
0 - damal - Carser Secton .me-.-o .-»..uc 1 Tey = B | ongeng > B uesostea E
DORSEN Colection - REQUIRED FOR POSTING Extomal  Prmie 1 Mar 17, 2018 Ongeing v (] romed Ll
Finquined fof Request of Condental Lalia of ecommendsion Exterral Provate . Mar 17, 2018 gy » [E] Fose V3
C1) » Student-Temp - Career Section Extaral Provate 5 Today » B | o = & -
CU . Hrsus Fatmral Provate (] Mar 17, 2016 Origeing » B} Poss o~
CU - Wil - Career Secon Ingranet Frovate. 2 Today » & Ongeing w [E] Unposted D

L | Leave Bineic

|| Emal ihs b poating 18 malching candidates (0)

Mot Emals might be sent 8 8 later tme_cuer ihe et 14 Rours, in mcrease symiem perlamance

= -

6. Click Done. The careers sections status will appear as Unposted.

Career Sections
Fost iobs on external and internal career sections.
Modify... Share
Career Section Visibility Display Type Start Date End Date
CU - External - Career Section  External Public Mar 17, 2015, 1:18:14 PM Apr 29, 2015, 12:07.40 PM
DOB/SSN Collection - External Private Posted Mar 17, 2015, 1:18:14 FM
REGQUIRED FOR POSTING
Required for Request of External Private Posted Mar 17, 2015, 1:18:14 PM
Confidential Letters of
Recommendation
CU - HiregVue External Private Posted Mar 17, 2015, 1:18:14 PM
CU - Internal - Career Section Intranet Private Unposted Mar 17, 2015, 1:18:14 PM Apr 28, 2015, 12:07.40 PM
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