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Job Posting Requests

A job posting request is a request to have a job posted online and start actively receiving applications for. A posting request will go through an approval process before it is actively available online.
To review job posting requests, click on Job Posting Requests in the left navigation.
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You will see the search for a posting request screen. 
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To search for an existing posting request, select any combination of the available fields like: category, status, or requisition title. 

The options for Show my Requests and Show all Requests are related to the workflow and the approval process of the job posting requests. Show My Requests will show any job posting requests that are waiting for your action and Show All Requests will show all requests that you have created or that have been through your approval. 

Click the Search button.
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The results will display below the search options and any posting requests matching your criteria will be displayed. 

To see the details of a posting request, click on the underlined Requisition Title.
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Depending on your user permissions you may or may not be able to make changes to a job posting request.
Create a new job posting request 
Click on Job Posting Requests in the left navigation bar and then click on the button New Job Posting Request.
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This will open a new posting request form.
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The required fields are marked with an asterisk.

Requisition title will be the title of the position that appears on the public job posting page. 

Start date and end date will be the dates the posting is available on the public job posting page. 

Display to Public is the option to display the end date of the posting and/or a comment such as “Open until filled” on public job posting page.

Originating Department is the option to chose what department is creating this job posting request if you are a member of multiple departments. Most users will only be a member of one department so they will need to select their department here.

Selected Workflows will populate with the default departmental workflow once a department is specified as the originating department. If there are multiple departmental workflows for approval of different requests, chose the workflow the should be used for the request being created.
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Once all these required fields are completed, click on Save and Attach Job Desc. This will allow you to attach a previously created job description to this job posting request.

To attach a job description you will need to search for one, so the same search screen seen earlier will appear.
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Enter the criteria necessary to find the job description that correlates with this job posting request and click the Search button.
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Click on the Job Title of the job description you would like to attach.
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Click the Attach button to attach this job description to the job posting request. 
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You will return back to your job posting request.
Submit to Workflow

When all information is entered for your job posting request, the request is ready to be sent through workflow for approval. 
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There are two workflows associated with an item. A workflow for inside my department and a workflow for outside my department. You only need to submit the request to workflow inside my department. The outside my department workflow is the approval process of the item through other departments outside of the department creating the request. 
When the request is complete, click on Submit to Workflow.  

*Special Note*: once a request has been submitted to workflow it is no longer editable by the creator. Be sure to only submit when all fields are completed.

Approve a Request in Workflow
If you have approve permissions for job posting requests and you are a step in an approval workflow, you will see Approve and Disapprove radio buttons in the workflow section of the job posting request page.
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Enter any comments in the box provided, choose a response and click the Save button.
 Applications
Applications are where you see who has applied to the posted positions. 
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You will only see applicants who have applied to a position in a category you have been assigned to. The categories you have been assigned will show in the category list box. If you are not seeing an application that you think you should be seeing, please check with your system admin who has access to change the category assignment.
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My Status Assignment is a way for hiring managers to sort through applications. A application can be sorted differently for all hiring managers viewing the applications. These status assignments are local user status changes and not status changes overall in NovusHR. Any status assignment change is only visible to the user logged in. 

The different options for My Status Assignment are as follows:
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Each of these are just sorting buckets for hiring managers to use to help organize the applications that are reviewing. 

Specify any criteria and click the Search button to bring up the results set of applicants. 
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To review an applicants information, click on the underlined Applicant’s Name.

This will bring up a screen with the applicant’s contact information.
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Here you can review the applicant’s contact information. 

To view the full application submitted by the applicant, click on View Full App at the top of the screen. 
View History will show any workflow related history of the application.

The bottom section of the page is where you can set the personal status assignment for this application and add comments.
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By changing the Personal Status, you are changing the My Status Assignment that you saw on the applications search page. There is not a save button for saving status, simply select  a status from the top down and that automatically saves the status choice.

Application Data

Depending on your permissions, you may or may not have access to add comments and upload files to this application. If you do have access you will see a section for adding comments and uploading files. 

To add a comment, type a comment in the Add Comment text box, chose who this comment is viewable to, and click the Add Comment button. Your choices for who this comment is viewable to are listed below:
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Everyone – means this comment is viewable to anyone who can see this application.

My Department Only – means this comment is only viewable to other users in your department

Myself Only – means this comment is only viewable to you

*Note - Be sure to select this Viewable To option before adding the comment. Comments cannot be deleted or changed once added. 

Hiring Requests

Once an applicant has been Submitted for Hire, they are in the hiring workflow for approval through the organization to be hired for the position. 

Click on Hiring Requests to view any applicants that have been submitted for hire.
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The hiring request page comes up with a search. 
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Here you can search on any of the criteria fields. Show my requests will display hiring requests that are waiting for your action and Show all requests will display hiring forms that you have approved and sent on.

Click the search button and the results of the search will display below.
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To view this applicant’s hiring form click on the underlined applicant name.

[image: image24.png]Save BN Save & Exit

Finalize Hiring

View History Exit B

Applicant: L., williams
: New
Administrative Coordinator

Workflow

Outside My Department

Inside My Department

Oapprove Obisapprove [ETH7]

[ view oo B

Interviews

JOB CLASSIFICATION

Title: Budget No:
T 1 T





Here you will see the Applicant information at the top, the workflow information for where this request is going for approval, interview that have been conducted, and at the bottom is the actual hiring form where specifics about the position can be entered.

You can expand the Interviews tab to review the interviews conducted for this applicant.
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You can expand the Hiring Details tab to view the details of the hiring form.
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Once you have completed the Hiring Details form be sure to click save at the top or bottom of the form to save all data.
When you are ready to submit this request to the next step in the hiring workflow, click the Approve radio button in the workflow section and then click the Save button to the right of it. This will send the request to the next step in the hiring workflow. Be sure to confirm that all data is entered before Approving because you will not be able to edit the form once it has moved on in workflow.
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