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Creating & Viewing Requisitions

Creating the Requisition
1. From the Hiring Manager dashboard, under Position Description, click
Manage position descriptions and create jobs. Alternatively, from the
Hamburger Menu, click Manage position descriptions.

@ This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.
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Welcome Harry, this is your Dashboard where you will see all your tasks organized in various stages
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Click HERE to access online refefence materials
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2. On the Position Description page, search and locate the relevant position
description. Click View (to review the PD) or Recruit for position.
a. Note: After viewing the position description, the option to click Recruit
for position will be available from the position description.
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o You are controlling Harry Hire's account. Return to your account

@ This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.
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Position Description

PD No Classification Title College Title Position Number Role Number Employee Name Employee No.
computer
Supervisor Name Work Type College Department Sub department Approval status Status
Al vl v oAl v oAl v oo v Active v
Clear  Search
PD No. Classification Title College Title Position Number Role Number Employee Name Supervisor Name Date modified Approval status
PD-17 550503-COMPUTER ANALYST Jan 24,2022 Approved edig("View | Recruit for position |

550! COMPUTER ANALYST Feb 15, 2022 Approved Edit i

3. The requisition (job) card will populate with the relevant fields.
4. Complete the job card (scroll through the form), filling out all relevant fields.
Required fields will be notated with an “*” for reference.
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Position info Notes Documents

REQUISITION INFORMATION

Requisition Number:

Working Title:*

Position Title:
No position selected.

PClass:

Qs

NUMBER OF OPENINGS

Select the amount of positions required: New (additional headcount) or Replacement (backfilling an existing employee)

Positions:
Position no Type Applicant Application status

Select v

New: Replacement: Add more

5. Under "Type” select "New” or Replacement. If you have more than one opening
for this position add the number into the box “"New” or “replacement and click
“Add More”
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NUMBER OF OPENINGS

Select the amount of positions required: New (additional headcount) or Replacement (backfilling an existing employee)

Positions:
Position no - Applicant Application status

110812 - Cancel

New: Replacement: Add more

6. For recruitment process select the type of position you are recruiting for:

FLSA Status:* Exempt v

Appointment Percentage:

Hours per week:

Employee Group - Pay Grade: AP PFAC2 Q Y 4
Minimum $ 45,492.00
Middle $ 62,526.00

Maximum $ 79,560.00

Recruitment process:* Gect )

7. Click generate description to populate the job description:

Formats~ A ~ Al - & & @ B- L © ©)

8. At the Users and Approvals section, complete the following areas:
a. Department Admin — Optional if applicable.
b. Hiring Manager — Will default to the person completing the job card,
update if different.
c. Approval Process — Will be based on the role; select from drop down

options. Approvers may be hardcoded, for those that are not, select the
appropriate user.
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New job
Position info Notes Documents

e Department Admin: Qs

No user selected.

e Hiring Manager:* Harry Hire Q#

Email address:
beckid+harry@pageuppeople.net

0 Approval process:* EMU Staff Approval Process v
1. HR
Erica Holmes Q~
eholmes7@emich.edu
2. President’s Office: David Rochotte Q V-4

drochott@emich.edu v

3. HRBP: Jessica Widmayer Q~

Jashley7@emich.edu v =

HR Representative:* Alicia Harrison Q~#

Email address: aharri50@emich.edu

Next page >

Please fill in all mandatory fields marked with an asterisk (*).

9. Under "Status” select “Pending approval”:

HR Representative:* Brett Last Q#

Email address: blast@emich.edu v

Status:* Glect D

MRt Dage 2

Please fill in all mandatory fields marked with an asterisk (*).

10.Click Next page
11.Click the Documents tab at the top and upload the PCA as an attachment:

New job

Position info Notes Sourcing

Docume Date Size Category
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12.Save the job using one of the below options:
a. Save as Draft - Save and return to a later time.

b. Save - Kicks off the approval process.
c. Save and Exit - Will show any required fields need to be completed yet,

plus that it has moved to the first approver.

Approval process:* EMU Staff Approval Process v
1. HR: Erica Holmes Q~
eholmes7@emich.edu v
2. President's Office: David Rochotte Q~
drochott@emich.edu v
3. HRBP: Jessica Widmayer Q~#
JAshley7@emich.edu v
HR Representative:* Alicia Harrison Q~
Email address: aharriS0@emich.edu v
Next page >

Please fill in all mandatory fields marked with an asterisk (*).

Save a draft Save Save & exit Cancel

Reviewing current jobs
1. From the Hiring Manager dashboard, under New job, click Jobs open.
Alternatively, from the Hamburger Menu, click Jobs open.
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o You are controlling Harry Hire's account. Return to your account

s is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.
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2. Review the job status by the relevant job. Click Review applications or View
Jjob to review job information or applicant information.
a. Clicking Review applications will direct you to the Applicant Progress
Board.
b. Clicking View job, will allow you to review job data or verify where in the
approval process the job is.

@ You are controlling Harry Hire's account. Return to your account

@ This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.

Jobs Recent items Harry
Visibility Status
All jobs My jobs Team jobs Al Current Non-current
4 search results
b number College Title Sub department Date added Status Request Provider  Reporting to Manage Team
IT Application Unassigned Review applications
492349 550503-COMPUTER ANALYST Computer Analyst Jan 25, 2022 Harry Hire Harry Hire
Programming Team View job
Assistant Professor of Associate Professor of Pending Unassigned Review applications
492220 Sub-department 3 Aug 29,2019 Harry Hire §
Arts/Communications Arts/Communications. approval Team View job
Unassigned Review applications
492218 Recuitment Adminstrator Sub-department 1 Feb 24,2018 Offer Harry Hire o
Team View job
Unassigned Review applications
492217 Research Assistant - College of Medicine Research Assistant - College of Medicine Sub-department 1 Aug 16, 2017 Shortlisting Harry Hire Darlene Director N View iob
eam iew jol
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