User Guide

NJIT Online Recruitment System



INTRODUCTION

You will use this system to:

e Create and submit personnel requisitions to HR

Reclassify a position

Update a job description

View applicants

Notify HR of your decisions regarding the status of each applicant

The system is designed to help the hiring managers by facilitating:

e Faster processing of employment information

e Up-to-date access to information regarding all of your requisitions

e More detailed screening of Applicants’ qualifications — before they reach the
interview stage

Web Browser Requirements

The system is designed to run in a web browser over the Internet. The system
supports browser versions of Netscape 4.7 and above and Internet Explorer 4.0
and above. However, some of the older browser versions are less powerful than
newer versions, so the appearance of certain screens and printed documents
may be slightly askew.

The site also requires you to have Adobe Acrobat Reader installed. There is a
free download available at www.Adobe.com.

You cannot use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site or 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 the site.

The site is best viewed in Internet Explorer 5.5 and above.

The system will automatically log you out after 60 minutes if it detects no
activity. However, anytime you leave your computer we strongly recommend
that you save any work in progress and Logout of the system by clicking on the
logout link located on the bottom left side of your screen.



GETTING STARTED

To access the system, go to www.njit.edu (NJIT's homepage) and login to the Pipeline by clicking
“My NJIT.” Enter your UCID username and password. Click the tab titled “Faculty/Staff Services”
and then click the link at the bottom left hand side titled “Employee Recruitment System.” This
will re-direct you to the system’s homepage. Only authorized users will have access.

PERSONNEL REQUISITIONS

Once you log in, you will come to this screen. The main body of the screen shows current jobs
posted in your area that you have access to.

The left hand side panel is the “action” menu which you will use for all activities relating to
— creating requisitions for a new position, backfill (or update) an existing position and
reclassifying an existing position
— viewing applicants
— searching requisitions, postings or positions
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To start a new requisition, click on “Begin New Requisition” under “Personnel Requisitions.”



CREATE REQUISITION FOR NEW POSITION

Click on “Start Requijsition” under “New Position” to start a requisition for a new position.
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This will bring you to a screen to start your requisition. For ease of data entry, the
following eight “tabs” have been provided:

Clone Position

Position Details
Supplemental Documentation
Requisition Form

Funding Sources

Posting Specific Questions
Disqualifying / Points
Comments

ONOOAWNE

A few IMPORTANT notes about the tab screens:
1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an
error message will appear and you will not be able to proceed to the next screen.

2. VERY IMPORTANT: The inputis Not Saved until after you have selected one of the
following: (1) Click Save and Stay on this Page (Note: This will save the requisition form



in your Pending Actions) or (2) at the end of your form, the final step of the process is
completed by clicking Confirm on the final summary page. If you log out or click a link on
the left side before completing these steps, none of the information you have
created/edited will be saved.

Clone Position Tab:

If you are creating a position similar to another position in your area, you could “clone” it by
selecting your department and then “Search.” Simply choose the other title and click “Select Title
and Continue.” If you don’t want to clone the position, then click the option “Do Not Choose
Position, Continue to Next Page.”
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Position Details Tab:

This is where you would input all the details pertaining to the position. Click on “continue to next
page” once you have completed entries on this tab.
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Supplemental Documentation Tab:

This tab allows you to attach either a memo or an organizational chart. You may browse for the
file if you have it stored on your computer in one of the following formats:

Adobe Acrobat, Microsoft Word, Microsoft Excel

You may copy and paste and/or type text into the large text area at the bottom of the
screen if you do not have your document in one of the above formats or if you do not
have your document saved on your computer.
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Requisition Form Tab:
Fill in the necessary details
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Note: Special Instructions to Applicants field is viewable by applicants interested in the position. If
there is anything specific to the posting you would like applicants to know, please enter the text in
this field.



Funding Sources Tab:

This is where you would record the account number(s) through which the position would be
funded.
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Click on “Add New Entry” to input the funding source data. If there is more than one account
associated with the position, you can create multiple entries one after the other. The following
screen will appear and this is where you can make your entries.
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Input the data and click on “Add Entry” to proceed & you will return to the “funding sources” tab.
Here you can make more entries or view/delete an earlier entry you made. If all is well continue to
next page (tab).
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Posting Specific Questions Tab: The system gives hiring managers the ability to post
specific questions to screen candidates (these questions have to be in line with Uniform

Guidelines on Employee Selection Procedures). To add a question click “Add a Question”
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Click Confirm on the final step to complete building the question(s) as part of the application.
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Disqualifying/Points Tab: The system also gives the hiring managers the ability to rank
candidates based on the responses to the questions selected. On this screen you can assign
points to the responses or automatically disqualify candidates if their responses do not meet
certain requirements.
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Comments Tab: You can use this field to convey any additional information / comments to
the next level in your requisition approval process. This information will be in the e-mail which
notifies the next level in the approval process. It is not part of the requisition
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Clicking “Continue to next page” will bring you to the final screen in this process. Here you can
view a summary of all the data entered. You can then either save it for action at a later time or
forward the requisition to the Division Head/Dean for approval.

T User Site - Microsolt Infesned Exglorer
Fle  Edt View Favortes  Took  Help

Qs - © M & G oo Frreenn @ 3 R

peecplsadin. com) fsptmee |

Google |Cl=timesoimdiscom % Goodd Fr « 1 vockmaks= Bherzablocked  UF Check = = [esendto= O[] mestinda

&
S Printer-Friendly Version
SEARCH REQUI
VRN i %
SEARCH POSITIONS
ADMIN
HE
CHANGE PASSWOIT
CHANGE USER TYPE
LoGOUT
Test Titke 03.17.2007
Deparkiment: Hurran Resouroes:
Full-Time fPart - Time: Full-Time
Bargaitirng Liit: o Resporea
B part-time heow many hours per weeh:
Pusition Status:

g start, [Ele-moosoftoukok N User e - Mo, | G M Manusl WIE - b

£] Do S B biernet

The details of your requisition are NOT SAVED until you complete this step.

Once the requisition has been approved through all the levels, HR will post the position online.
Applicants will now be able to view this posting on NJIT’s career site and can apply for the
position online. As soon as an applicant applies for a position, the resume etc. will be available to
the hiring manager for review immediately. To view applicants for a posted position go to
“Active Postings”. Click “View" to see the applicant details.

2 HUIT Liser Site - Microsoft Internet Explorer
Fla [dt Vew Favorkes Took help

; 1 = g
O - © - (1] [@ @) P

T e nq:fi

B pe—— VB« » &
Google |G = trrdinda.com - |wesendror 5 [G] tmesofinda [G] com ) settinge+
My NAT | CALENDAR | DRECTORY | AuZ LNKS | CONTACT LS
ABOUT  ADN STUDENT LIFE  RESEANCH  LIFELONC LEANNERS  ATHLETICE  NEWS  CIVING
0B POSTINGS C
+ Wekcome K 1. You are in.
four Cuerert Croup:Departjient Head.
CHANGE PASSWORD
CHANGE USER TYDE
LeGouT
Posting
M
0600056 ] iz POUH cvchctes  pomsd
Test Close Date Open Lintdl
vom 00055 a O30 2007 Filed Sarcle Office Pestnd
600054 o 3072007 “"F"*‘;“‘ Samele Officn Peted
s 1was >

2 S & Internet

Tistart B e voosouiook a7 Ut St o | T M Mol WP - M. .Q:_‘.E_,] 10:25 A0t
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This will lead you to the below screen where you can

— Review applications of the candidates

<2 NJIT User Site - Microsoft Internet Explorer

File Edit View

Favarites

New Jersey’s Science &
Technology University

ABOUT ADMISSIONS

JOB POSTINGS
ACTIVE POSTINGS
PENDING POSTINGS
HISTORICAL POSTINGS
SEARCH HIRING
PROPOSALS

PERSONNEL REQUISITION
BEGIN NEW REQUISITION
SEARCH REQUISITIONS
PENDING REQUISITIONS
SEARCH POSITIONS

CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

Tools  Help o
a
el
vB o ks ™ @
N + |sSendtov A0 [E] timesofindia | [£] com () Settings+
| A-i LINK
ACADEMICS  STUDENT LIFE  RESEARCH  LIFELONG LEARNERS  ATHLETICS
S etail = - a
Active Applicants
2 Records
External
Status
Frost, Robert
“isw Faculty A ES a 0z2-20-2007 In Progress D
0O'Connor,
Flannery Res 1] 02-20-2007 In Progress D
Wiews Faculty App
¥iew Multiple
Minimum Score: | NIEW MULTIPLE APPLICATIONS ‘F
Include: Active Applicants | VIEW MULTIPLE DOGUMENTS «
[ 1nactive Applicants
Applications | docurnents will apen in a new window. Ta print,
selact File  Print after documants appear in that window,
Drocuments may take seweral minutes to load,
1 CONTINUE TO NEXT PAGE >3 1 ~

2 & Internzt

If you chose to check the “Inactive Applicants” button, the applications which have been
rejected based on the disqualifying questions created by you will also be available for
viewing.
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RECLASSIFY A POSITION

Reclassify a Position

If a position has changed significantly over time (i.e. new job duties added or scope of job has
expanded), a reclassification may be in order. To begin a reclassification requisition, click on
“Begin New Requisition” under “Personnel Requisition”. Click on “Start Requisition” under
“Reclassification Position” to start a requisition for reclassifying a position
% NJIT User Site - Mozilla Firefox

File Edit “ew [Go Bookmarks Help

@ | https:ffnjit.Jobsfuserﬁlesfjspfsharedjfrarnesethrameset.jsp?time:1236184)/2’1569 =) V‘ © Go ||Q, ‘

Tools

LI Human Resolfce PAFL...

New Jersey’s Science &

Technology University My NJT | CALENDAR | DIRECTORY

ABOUT ADMIS SIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING

JOB POSTING3 " - -
e PDSTI_ITIES » Welcome Suzannah Hill. You are logged in as Angela Vada with Wednesday, March 4,
’ - - DCrepartment: View. 2009
PENDING POSTINGS

HISTORICAL FOSTINGS . ! .
SEARCH HIRTHG Begin New Requisition
PROPOSALS
PERSONNEL iy .
REQUISITION Begin iNew Requisition
3 Recards
SEARGH REQUISITIONS
PENDING REQUISITIONS [ifRequisition

SEARCH POSITIONS = —
ADMIN New Position (Cnly bfand new positions)

Start Reguisition
HOME Start Requisition
(WA T ARy (al | ReclassificatiorPPosition 0
LOGOUT Start Requisition

LOGOUT OF Backfill Position /Update Existing Position Description (Without
SUPERVISOR/MANAGER [ NIt Syt 30

Start Requisition

Done mjit.jobs 5

id start < & @& ° 8 M. | B TeraTerm.. | ©)
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You will be brought to a Search screen where you will be prompted to search for the position you
are trying to reclassify. You can conduct your search based on different criteria (i.e. Employee 1D
Number, Employee First Name, Employee Last Name, Position Title or Department). Depending
on what criteria you search on, you can either type in the requested information into the blank
field or select the Position Title or the Department from the drop down menu. Hit ‘Search”.

Note: It is best to conduct your search based on one search item only. Jhe most
comprehensive results will appear when you do a Department only sedrch. This will pull
up all the positions within the department you select. Employee ID Mumber, Employee
First Name and Employee Last Name will only show results if the fhformation is already in
the system. For many positions, this information has not been |

% NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools Help

QEI - LIL - @ @ hitps: /it jobs fuserfles fisp/shared/rameset/Frameset, jspPtime#£1 236 349923281 S+ @ o |[CL

LI Human Resource PAFL...

ﬁ ience &
- Technology University My NAIT | CALE

ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEAMNERS ATHLETICS NEWS GIVING

JOB POSTINGS
ACTIVE POSTINGS
PENDING POSTINGS . . e
HISTORICAL POSTINGS Reclassification Position
SEARCH HIRING
PROPOSALS

PERSOMNNEL Search Positions to Begin Requisition On

» Welcome Suzannah Hill. You are logged in asyﬁwn Riker . Friday, March ¢

Ermployes Employes

10 Mumber E;E;’Ee
EARCH REQUISITIONS
PENDING REQUISITIONS - | Employes
SEARCH POSITIONS Title: Last
ADMIN MName
HOME Ciepartment | oy v
LOGOUT
LOGOUT OF
PRI S _SEARCH | _CLEARRESULTS |
CANCEL REQUISITION |

< »

Done mjit.jobs 5

T User . | D Peg
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Find the position title and select “Start R
¥ NJIT User Site - Mozilla Firefox

quisition”.

File Edit “ew Go Bookmarks Tools
€ 960D

LI Human Resource PAFL...

Technology University

Help

https:ffnjit.Jobsfuserﬁlesfjsp/sharedjfrarnesethrameset.jsp?time:1236349923281 =) V‘ © Go ||Q, ‘

My NAT | CALENDAR | DIRECTOR! -I LINKS | CONTACT US
ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS
10B POSTINGS

ACTIVE POSTINGS Reclassification Position
PENDING POSTINGS

HISTORICAL POSTINGS W o ] e
SEARCH HIRING Choose Position Description to Begin Requisition On
PROPOSALS

NEWS GIVING

6 Records

V] Ilfgmlovee n Employee Last

Name

I Last Action

EARCH REQUISITIONS inci gk Stenographer Position Description Temg

i S S i
PENDING REQUISITIONS | RS, HView Summar 4048 YACANT ; ; System (MNeeds Upda
SEARCH POSITIONS Wiew History

Assistant Director-Assignments and

Residence Directors Position Drescription Temg

I 2171 YACANT System (Needs Updal
: e Summary ol Bt el G
LOGOUT OF Start Requisition Yiew Summar Yiew Histor
SRR IR 33 Assistant Director Pasition Description Temp
Start Requisition I Yiew Summary 2il7i Lacatl " " Shysiiam (=368 Upes]
Wigw History
Director of Residence Life Fosition Description Temp
Start Requisition HView Summary sz Laciil] " " Shysizm (UesdsUpe)
Wiew History
Residence Coordinator Mewr Position Description App
I ADEE U AT Erretimm b
< »
Done mjit.jobs 5

idstart <~ E @& @

This will bring you to a screen to start your requisition. For ease of data entry, the following nine
“tabs” have been provided:

Current Title

Current Job Description
Position Details
Supplemental Documentation
Requisition Form

Funding Sources

Posting Specific Questions
Disqualifying / Points
Comments

CoNoOOA~LONE

A few IMPORTANT notes about the tab screens:
3. Fields with an Asterisk (*) are required, so if you do not include information in the field, an
error message will appear and you will not be able to proceed to the next screen.

4. VERY IMPORTANT: The input is Not Saved until after you have selected one of the
following: (1) Click Save and Stay on this Page (Note: This will save the requisition form
in your Pending Actions) or (2) at the end of your form, the final step of the process is
completed by clicking Confirm on the final summary page. If you log out or click a link on
the left side before completing these steps, none of the information you have
created/edited will be saved.
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Current Title Tab:
Shows the existing job title and corresponding class code. You cannot edit any fields on this

page. To go to the next tab, select “continue to next page”.
¥ NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools Help
<}EI O L'L b’ 1@ @ https:/fjit. jobs/userfilesfispishared/frameset/Framesar jsprime=1236349923281 S8v © co [GL

L Human Resource PAF L.

A ience &
- Technology University ¢ | A-Z LINKS | CONTACT US

My NAT | CALEND/ | DIR
ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING

JOB POSTINGS ~
ACTIVE POSTINGS
PENDING POSTINGS Current
HISTORICAL POSTINGS Title
SEARCH HIRING
PROPOSALS |
— CONTINUE TO NEXT PAGE =3
JUISITION
Rt el | 1S tab displays the present title associated with this Position Description, If applicable.
PENDING REQUISITIONS
E
SEARCH POSITIONS Required information is denoted with an asterisk.
Position Tite: Principal Clerk Sterogranher
Class Code:
LOGOUT OF A
SUPERVISDR / MANAGER
‘ *Required information is denoted with an asterisk.
CONTINUE TO NEXT PAGE >3 |
SAVE AND STAY ON THIS PAGE |
i i b/
mitjobs 5

Done
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Current Job Description Tab:

Lists the existing position description. You cannot edit any fields on this page. To go to the next
tab, select “continue to next page”.

¥ NJIT User Site - Mozilla Firefox DEHZ|

File Edit “ew Go Bookmarks Tools Help

<}EI - L'L b 1@ @ hittps it Jobs fuserfles fspysharedframeset/Frameset sprtime= 1236349923281 S8v © co [GL

L Human Resource PAF L.

New Jersey's Science &

Technology University

My NAT | CALEND/ | DIR ¢ | A-ZLINKS | CONTACT US
ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING

JCIF% DDSTIIIVGSI . current i
ACTIVE I‘:'IZIST‘INEET . Job :
PENDING POSTINGS Description
HISTORICAL POSTINGS
SEARCH HIRING
PROPOSALS
PERSONNEL Employee Details
REQUISITION
Employee First Name: WACANT
Employee Last Name: WACANT
PENDING REQUISITIONS I NSRSy YN e
SEARCH POSITIONS
Position Title
Position Titke: Principal Clerk Stenographer
LOGOUT OF
suPERVISOR /MANAGER It 4046
Position Details
Proposed Updates:
Proposed Tite: Principal Clerk Stenographer
Position Mumber:
Departmertt: Residence Life - 09100 3

Daone mitjobs 5
L
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Position Details Tab:

This is where you would input all the details pertaining to the position. Click on “continue to next
page” once you have made changes to the appropriate entries on this tab.
¥ NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools Help

QZI b L: A @ @ https:/fnjit. jobs/userfilesfispishared/frameset/Frameset, jspPtime=1236349923281 S+ @ o |[CL

LI Human Resource PAFL...

MNew Jersey’s Science &
Technology University

My NAT | CALENDAR | DIRECTORY | A-I LINKS TAX 3

ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING
JOB POSTINGS ~ t - »
ACTIVE POSTINGS Lurrent Position ple on

PENDING POSTINGS . Details

HISTORICAL POSTINGS
SEARCH HIRING
PROPOSALS
PERSCONNEL
REQUISIT

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

: *Required information is denoted with an asterisk.
EARCH REQUISITIONS

PENDING REQUISITIONS Class Code: 4048
SEARGLIROSIIING Employes First Mame:
Emplovee Last Mame:

LOGOUT OF Emplovyes 10 Mumber:

SUPERYISOR/ MANAGER.

]

© Propoged Tige: Principal Clerk Stenographer

Position Mumkber:

* Department: Residence Life - 09100 he
* FUlFTime/Part-Time: Ful-Time  «
Bargaining Lnit: OPEIL b
If part-ime how many hours per hd
Done mjit.jobs 5
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Supplemental Documentation Tab:
This tab allows you to attach either a memo or an organizational chart. You may browse for the
file if you have it stored on your computer in one of the following formats:

e Adobe Acrobat, Microsoft Word, Microsoft Excel

e You may copy and paste and/or type text into the large text area at the bottom of the
screen if you do not have your document in one of the above formats or if you do not
have your document saved on your computer. When done, click on “continue to next
page.”

£ NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools Help

<}EI - L'L b 1@ @ hittps it Jobs fuserfles fspysharedframeset/Frameset sprtime= 1236349923281 S8v © co [GL

L Human Resource PAF L.

/NeE'sey%ence&

Technology University My NJAT | CALENDAR | DIRECTORY | A-Z LINKS | CONTACT US

ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING

JOB POSTINGS - - , . 4
AOIE R ES « Welcome Suzannah Hill. You are logged in as Lynn Riker . Friday, March &, 2009‘
PENDING POSTINGS e . .
HISTORICAL POSTINGS Create Reclassification Position
SEARCH HIRING
PROPOSALS
PERSONNEL
H Print Job Description
EARCH REQUISTTIONS [ I Supplementlal ding
PENDING REQUISITIONS Documentation
SEARCH POSITIONS
1 Record
Attach / Remove Document Type Attached Document
LOGOUT OF Attach Crganizational Chart Mot Attached
SUPERVISOR/ MANAGER
<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >3 |
SAVE AND STAY ON THIS PAGE |
b
Daone mitjobs 5

1s Start AE AT Bnbox-m. [ Edsuncard .. €T User . | O Peoplead
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Requisition Form Tab:
Fill in the necessary details. When done, click “continue to next page.”

Note: Special Instructions to Applicants field is viewable by applicants interested in the position. If
there is anything specific to the posting you would like applicants to know, please enter the text in
this field.

3 NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools Help

<JZI @ t_: & @ @ https:/fjit. jobs/fuserfiles fispishared/frameset/Frameset. jsprime=12363499232811 gv @ co [C.

] Human Resource PAF L.

- Technology University

My NAT | CALENDAR | DIREC A ACTUS
ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING
10B POSTINGS i ' A
ACTIVE POSTINGS ) [l Requisition F
PENDING POSTINGS b N Form
HISTORICAL POSTINGS
SEARCH HIRING
RS << RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> [
PERSONMNEL
REQUISITION

REQUISITION
SEARCH REQUISITIONS
PENDING REQUISITIONS

*Required information is denoted with an asterisk.

Does this position replace

SEARCH POSITIONS *
- an exising line?
ADMIN
HOME 4 Whois the most recent
LOGOUT - incumbent?
LOGOUT OF * Pogition Type: v
SUPERVISOR / MAMNAGER
Position Begin Date: MM/DDSYYYY -or- MM-DD-YY Y'Y
Position End Date:
(if temporary or grant MM/DDS Y'Y -or- MM-DD-YY Y'Y
positon)
Posting date: MM/DDS Y YY -or- MM-DD-YY vy
Closing date: MM/DDSYYYY -or- MM-DD-YYYY
[J open Until Filed v
Done SunGard Higher Education - Mozila Firefox mitjobs 5

9 nar o [
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Funding Sources Tab:
This is where you would record the account number(s) through which the position would be

funded.

€ NJIT User Site - Mozilla Firefox

Fle Edt ‘ew Go Bookmarks Tools Help
<3 @ E{} @ @ @ htips: it jobs fuserflesfisp/shared frameset Frameset. jsprtime= 1236186 164 163 Slv| @ co ([GL

LI Human Resource FAF L.

Mew Jersey’s Science &
- Technology University DIR o | A-Z

My NAIT |

ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING

J0B POSTINGS ~
ACTIVE POSTINGS r Funding
PENDING POSTINGS Sources
HISTORICAL POSTINGS -
SEARCH HIRING
G E R ALE Please be sure Percent of Total Source adds up to 100%0
PERSONNEL To add a new Entry, click the Add New Entry Button Below. To view more details about an existing
1 entry, click the View link for the enfry. To edit an existing entry, click the Edit link for that entry, To
delete an existing entry, click the Delete link for that enfry,
Existing Entries
SEARCH REQUISITIONS
PENDING REQUISITIONS [ERE=Yeeey
SEARCH POSITIONS Account
ADMIN Funding Source [ v] #c.c.oun v| Percentage
HOME —
CHANGE DEFAULT vIEw [BIREELEEIY
LOGOUT Wiew 210700
LOGOUT OF
SUPERVISOR /MANAGER
W
njit.jobs ()

javascriptivoid(o);

Tistart < € @ " [Tieecpes s Jersey <BY
on “Edit”, Delete

an existing source by clicking “Delete” or add a new funding source by clicking “Add Entry”.

If there is more than one account associated with the position, you can create multiple entries one

after the other. The following screen will appear and this is where you can make your entries.
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€ NJIT User Site - Mozilla Firefox

Fle Edt View Go Bookmarks

@G

Tools  Help

@ hitps: /it jobs/userfilesfjsp/shared/framesetFrameset. jsprime=1236186 164 163 S+ ® s [G

LI Human Rescource PAFL...

ﬁ

s Science &

Technology University

ABOUT ADMISSIONS

JOB POSTINGS
ACTIVE POSTINGS
PENDING PDSTINGS
HISTORICAL POSTINGS

SEARCH HIRING
PROPOSALS

PENDING REQUISITIONS
SEARCH POSITIONS
ADMIN

HOME

CHANGE DEFAULT YIEW
LOGOUT

LOGOUT OF
SUPERYISOR./ MANAGER

This screen allows you to add a new fu

My NAT | CALENDAR | DIREC
STUDENT LIFE RESEARCH

Add New Entry

ORY | A-Z LINKS | COI
LIFELONG LEARNERS

ACTUS

ACADEMICS ATHLETICS NEWS GIVING

To add a rew enfry, complete the following fizlds and then click Add Entry. If vou do not wish to add a new enfry
at this time, click Cancel.

* Required information is denoted with an asterisk,

* Funding Source:

* 0 Account Mumiber:
Obiject Code:
Amount:
Percentags:
Begin Date: MMDDfYY Y -or- MM-DD-YYYY
End Date: MMDDfYY Y -or- MM-DD-YYYY

Amt/Pct Code;

ADD ENTRY I

CANCEL

>

mjit.jobs =
. [ K9 I L -

nding source. Input the new data and click on “Add

Entry”
to proceed & you will return to the “funding sources” tab. Here you can make more entries or
view/delete an earlier entry you made.
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If all is well select “Continue to Next
Page”.
&) NJIT User Site - Mozilla Firefox
Fle Edt ‘View Go Bookmarks

Tools  Help

<3 @ E{} @ @ @ htips: it jobs userfles /3o shared /frameset Frameset. jsprtime= 1236186 164 163 Slv| @ co ([GL

LI Human Resource FAF L.

Mew Jersey’s Science &
Technology University My NOIT LENDAR | DIRE F ] A-Z LI ACT US

ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING

J0B POSTINGS ~
CACINRE [(ROEFE) C ition| S isition [Funding
PENDING POSTINGS S
HISTORICAL POSTINGS
SEARCH HIRING
PROPOSALS Please be sure Percent of Total Source §dds up to 100%
PERSONNEL To add a new BEntry, click the Add New Entry\Button Below. To view more details about an existing
REQUISITION entry, click the Wiew link for the enfry. To edit &0 existing entry, click the Edit link for that entry. To
delete an existing entry, click the Delete link for Yhat enfry,
EARCH REQUISTTIONS [JJEXiSting Entries
PENDING REQUISITIONS [
SEARCH POSITIONS ecor
ADMIN U Funding Source U Percentage
HOME
CHANGE DEFAULT vIEw JNIETCRST
LOGOUT ! I =
LOGOUT OF Wi Edit 210700
SUPERVISOR/MANAGER [ IS
ADD NEW ENTRY |
<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> |
SAVE AND STAY ON THIS PAGE |
W
Daone njit.jobs ()

9 U
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Posting Specific Questions Tab: The system gives hiring managers the ability to post specific
guestions to screen candidates (these questions have to be in line with Uniform Guidelines on

Employee Selection Procedures). To add a question click “Add,a Question”
£ NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks
& »P-SO0D

L Human Resource PAF L.

New Jersey’s Science &
- Technology University My NAT | CALENDAR | DIR | A-Z LIS | CONTACT US

ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARAERS ATHLETICS NEWS GIVING

JOB POSTINGS i ~
ACTIVE POSTINGS
PENDING POSTINGS
HISTORICAL POSTINGS
SEARCH HIRING
PROPOSALS

PERSONNEL

REQUISITION

Tools  Help

fe=1236349923251 S8v © co [GL

https:/fjit. jobs fuserfilesfispishared/frameset/Frameset. jsp i

LI LN R [ To add gquestions that will jge asked of every applicant who applies to this position, click Add a

LML RESUEIEE | Question. Click Continge to Next Sectionz = to skip this section or when finished.
SEARCH POSITIONS

Mo Posting Specific/Juestions exist,
LOGOUT OF ADD A QUESTION |

SUPERVISDR / MANAGER
<<, RETURN TO PREVIOUS | COMNTINUE TO NEXT PAGE > |

SAYE AND STAY ON THIS PAGE I

cancel | | PREVIEW REQUISITION |

~

Done mitjobs 5

w_'_
is Start
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On the next screen click “seafch” for a listing of all questions from the question bank. You may
also search for an existing question by doing a key word search.
¥ NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks
€ - D50

L Human Resource PAF L.

Tools

https:ffnjif.]obsfuserﬁIesfjspfsharedjframesethrameset.jsp?Ume:1236349923281 & V\ @ o ||Q. \

New Jersey’s Science &
Technology University My NAT | ENI 1 DIR 2 NTACT US

ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING

JOB POSTINGS ~
ACTIVE POSTINGS Search/Existing Questions:
PENDING POSTINGS
HISTORICAL POSTINGS Ml Search b ¢ Keyword:
SEARCH HIRING
PROPOSALS [ ]
PERSONNEL
REQ ION SEARCH | CANCEL |
BEGIN NEWY:
SEARCH REQUISITIONS Search Results
PENDING REQUISITIONS
SEARCH POSITIONS 27 Records
N Guestion Text -
Have you worked one or more years in an office setting? “iewfhdd
LOGOUT OF Have you worked one or more years in an office setting? Yigwfhdd
SUPERVISUR/MANAGER [ IR you worked one or more years in an office setting? “igwfhdd
What is the phone question about? “igwfhdd
What is the highest level of education attained? Wiew/add
Are you willing to travel to job related conferences? Wiew/add
Please describe the attributes that will make you a strong candidate for th... Yiew/add
How many years of relevant experience do you have? Wigwfadd
Do you have 5 yrs of experience in the area Wigwfadd oS
Daone mitjobs 5
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If you don’t want to search the system for a question already created, you can make your own
guestion by clicking “create a question” (new questions require HR approval). The question can
be multiple choice or open-ended. Once done, click “submit question.” You can also choose
whether you want the question to be required or not.

question(s) as part of the application.

=l

to complete building the

Click Confirm on the final step
3 NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmafks Tools Help

&-»-FO0Q

] Human Resource PAF L.

m& ience &
- Technology Universily T | AR | DIREC

ABOUT ADMISSIONS ACADENICS STUDENT LIFE RESEARCH LIFELONG LEARNERS

https:/fjit. jobs/fuserfiles fispishared/frameset/Frameset. jsprime=12363499232811 g~ O co @,

CONTACT US
ATHLETICS

¢ | A-Z LINKS
NEWS

GIVING

JOB POSTINGS ~
ACTIVE POSTINGS B you ever worked in a university library setting? “igwfhdd
PENDING POSTINGS :
e a masters degree. Wigwr fhdd
HISTORICAL POSTINGS g i .
SEARCH HIRING I hgve two years supervisory experience. Wiew/ihdd
PROPOSALS Do Yyou hold a Ph.D degree? Wigw fadd
Do ypou have working knowledge of MicroSoft Excel? Wigwfadd
Do pou have working knowledge of Microsoft Access? Wigwfadd
If yes, please describe your level of proficiency and give examples of how ... View/add
SEARCH REQUISITIONS ul v L b 9 L Higw/ndd
el | [ ves: please describe your level of profidency and give examples of how .. View/add
SEARCH POSITIONS Do you have a masters degree in library science from an institution )
ADMIN acgredi... Yiew/iadd
HOME Dolyou have a second masters degree in a disciplined offerred by NJIT? If
LOGOUT N 9 P v Viewdadd
LOGOUT OF h . Ki 3 o o ib
Bt e a2 | Do|you have experience working in a customer service position? Describe ., 1
you have a PhD degree ? “iewfhdd
Page of 2 m
v
Done Mew Jersey Instinute of Technology Login - powered by SunGard SCT Inc, - Mozil) | miitjobs &
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Disqualifying/Points Tab: The system also gives the hiring managers the ability to rank

candidates based on the responses to the questions selected. On this screen you can assign
points to the responses or automatically disqualify candidates if their responses do not meet
certain requirements.

¥ NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools Help

<JEI © E:} @ 1@ @ | https /it jobs/userflesfispishared/frameset/Frameset. jsprtime=1236342923281 & V\ @ o ||Q. \

L Human Resource PAF L.

/NeE'sey%ence&

Technology University My NJT | CA AR | DIRECTORY | A-Z LINKS | CONTACT US

ABOUT ADMISSIONS ACADEMICS STUDENT LIFE RESEARCH LIFELONG LEARNERS ATHLETICS NEWS GIVING
JOB POSTINGS -

ACTIVE POSTINGS When finished adding points, selecting disqualifying answers, or to skip this section, click Continue to

PENDING POSTINGS Next Page> .

HISTORICAL POSTINGS

SEARCH HIRING COpen-ended questions wil not be visble on this tab, but will be visble on the summary page.

PROPOSALS Maximum Points Possible: 0
PERSONNEL

Posting Specific Questions

How many years of relevant experience do you have?

ANSWER DISQUALIFYING SCORE

PENDING REQUISITIONS
Mo Response [F

SEARCH POSITIONS
less than one vear

ohne to two years

LOGOUT OF
SUPERVISOR / MANAGER

more than two years

Mone

NN

090

RECALCULATE || RESET |

<< RETURN TO PREVIOUS I GONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I v

Daone mitjobs 5
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Comments Tab: You can use this field to convey any additional information / comments to the

next level in your requisition approval process. This information will be in the email which naotifies
the next level in the approval process. It is not part of the requisition.
¥ NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools Help

<}EI © E:} @ 1@ @ https /it jobs/userflesfispishared/frameset/Frameset. jsprtime=1236342923281 S8v © co [GL
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'5 y QUISITIONS << RETURN TO PREVIOUS I CONTINUE TO NEXT PAGE >> I
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ADMIN

HOME

LOGOUT

LOGOUT OF
SUPERVISOR / MANAGER

*Required information is denoted with an asterisk.

User Comments:
(This information will be
sent via email. )

*Required information is denoted with an asterisk.

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

SAVE AND STAY OMN THIS PAGE I 3

Done mitjobs 5
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Clicking “continue to next page” will bring you to the final screen in this process. Here you can
view a summary of all the data entered. You can then either save it for action at a later time or
forward the requisition to the next level for approval.

3 NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools Help
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Current Title

SEARCH REQUISITIONS QEEEEEami Principal Clerk Stemogranher
PENDING REQUISITIONS
SEARCH POSITIONS Class Code: 4048
ADMIN
HOME

LOGOUT Class Code: 4048
LOGOUT OF

SUPERVISOR,/ MANAGER [y

Position Details

Emplovee Last Mame:
Employee 1D Mumber
Proposad Title: Principal Clerk Stenographer

Paosition Mumber:

Department: Residence Life - 09100 v

Cone mitjobs 5

ig Start £~ & box - M. | N e Je se eople coplerd... &Y 4 10

The details of your requisition are NOT SAVED until you complete this step.

Once the requisition has been approved through all the levels, HR will post the position online.
Applicants will now be able to view this posting on NJIT’s career site and can apply for the
positions online. As soon as an applicant applies for a position, the resume etc. will be available
to the hiring manager for review immediately. To view applicants for a posted position go to
“Active Postings”. Click “View" to see the applicant details.

Or

If there is already an incumbent in the reclassified position, HR will approve the position and
waive the individual into it.
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VIEW PENDING REQUISITIONS

Pending Requisitions
This screen allows you to view requisitions that you have created. Click on “Pending
Requisitions” under “Personnel Requisitions” to view requisitions in your box.
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File Edit “ew Go Bookmarks Tools
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CHANGE DEFAULT VIEW Review
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LOGOUT OF PositionAJpdate
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For ease of use, there arg 7 headers which provide details about the requisitions:
1. Title — shows the position title
2. Department — shows the department to which the position belongs
3. Action Number — shows the requisition number which is automatically generated once a

5. Status — shows where the requisition is in the approval process

6. Requisition Type — dgscribes the type of requisition

7. Date of Last Action — |ists the last date any action was taken on the requisition
You can sort any of these fields by hitting the down arrow.

Title Header:
Find the position and click on “View” to see the requisition details.

Once you are in “View” mode, if you have started a requisition, but have not yet forwarded it for
approval, you can make changes to it by selecting “Edit.

Note: Once a requisition has been forwarded, it can be viewed only. You will not be able
to make edits to it. If it is necessary to change it, please contact Human Resources.
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SEARCH FOR REQUISITIONS

Search Requisitions
Allows you to search for requisitions in the system.

You will be brought to a Search screen where you will be prompted to input search criteria. You
can conduct your search based on Position Number (6 digit number), Requisition Number (9 digit
number automatically generated when requisition is created), Title or Department. Depending on
what criteria you search on, you can either type in the requested information into the blank field or
select the Title or the Department from the drop down menu. Hit “Search”.

If you want to narrow your search results, you can use the “Status” box at the left. You can check
or uncheck as many boxes as necessary.

Note: It is best to conduct your search based on one search item only.
K9 NJIT User Site - Mozilla Firefox
File Edit “ew Go Bookmarks Tools

<3 M th o @ @ https /it jobs fUuserfiles fjsp/shared/frameset/Framesgt. jsp?ime=12363544 12000 gv © 6o G,
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PENDING POSTINGS il Title:
HISTORICAL POSTINGS
SEARCH HIRING
T Ezfnﬁ’i?” Department | Ary v
EE?‘:?;})SNF'TEI:::N Check 8l Clear Al
BEGIN NEW [ Action Sa\./efd Nt Submitted
REQUISITION O Sent to Divisiof Head
SEARCH REQUISITIONS [ Sent to vice fresident for
PENDING REQUISITIONS First Review
SEARCH POSITIONS sent to senior YP RED
ADMIN
HOME
CHANGE DEFAULT VIEW
LOGOUT Sgnt to Vice President
LOGOUT OF Fent to HR for Final Review
SUPERVISOR/ MANAGER Action Canceled (Final)
Returned to Human
ResoLirces
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[ R,
>
Done mjitjobs (=
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You will be brought to a View Requisition screen. For ease of use, there are 8 headers that
provide details about the requisitions:
1. Title — shows the position title
2. Status — shows where the requisition is in the approval process
3. Department — shows the department to which the position belongs
4. Requisition Number — shows the 9 digit requisition number which is automatically
generated when a requisition is created
Position Number — is the 6 digit number assigned to the position. Each position at NJIT
has a position number.
6. Employee Last Name — lists the last name of the employee if this information has been
input into the system
7. Date of Last Action — lists the last date any action was taken on the requisition
8. Date Approved — lists the approval date of the requisition

o

You can sort any of these fields by hitting the down arrow.
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Deription)
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mitjobs 5

approval, you can make changes to it by selecting “Edit.”

To view a quick summary of the requisition, select “View Summary”.

34



VIEW POSITION DESCRIPTIONS

Search Positions
If you want to view a position description, you can use this tool. To search for a position in the
online position description library, click on “Search Positions” under “Personnel Requisition”.

Conduct your search based on Title or Position Klumber. Select the position title from the drop
down menu or input the 6 digit Position Numbgr and hit “Seaych”.
¥ NJIT User Site - Mozilla Firefox

File Edit “ew Go Bookmarks Tools
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I,
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REQUISITION Mumber
SEARCH REQUISITIONS
PENDING REQUISITIL.WS
SEARCH POSITIONS
ADMIN
HOME
CHANGE DEFAULT VIEW
LOGOUT
LOGOUT OF
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) - suzannah.cully...

GIVING

* YWelcome Suz;lﬁnah Hill. *fou are Ioggﬁ in as Angela Yega with Department View. Friday, March &, 2009

SEARCH CLEAR RESULTS I

Done mjit.jobs 5

Note: You can only search for positions within the department(s) for which you have
system access. For example, if you are in Biomedical Engineering, your search will yield
only results from the Department of Biomedical Engineering. If you are in the Office of the
Dean-NCE, you would be able to view positions from all the departments within the
College.
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For ease of use, there are 5 headers that provide details about the requisitions:

Title — shows the position title

Class Code - lists the 4 digit class code. Each position has an assigned class code.
Department — shows the department to which the position belongs

Last Action — lists a brief description of the last action taken on the requisition

Date of Last Action — lists the last date any action was taken on the requisition

ar®ONE

You can sort any of these fields by hitting the down arrow.
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Title Header:
Allows you to view requisition details for a specific position title. Fi
“View Summary’] to see the position details.

d the position title and click on

You can also print a job description by selecting “Get Reports List] Title” then clicking “Generate
Report”.

Last Action Header:
Shows a history of all actions related to a position. Select “View History” to see the history.
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