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One Page Guide for Creating a Posting

1) Click From Template, From Previous or From Scratch.
2) Fill in the Posting Details tab and click Continue to Next Page.
3) Add posting specific screening questions (optional) To skip, click Continue to Next Page.
a. From the Posting Specific Questions tab, click Add a Question.
b. Click Search.
c. Select one of the previously entered questions, or click Create a Question.
d. Enter the text of the question.

e. Designate the question as closed-ended (multiple choice) or open-ended (free text).

f. Designate answer choices for a closed-ended question or select an answer type for an open-ended question.

g. Click Submit Question to attach the question to the Posting.

h. Indicate if the question is required or not required by the applicant.

i. Click Continue to Next Page.

4) Assign Disqualifiers and Points to each answer for closed-ended screening questions (to skip, click Continue to Next Page). Click the Disqualifying check box next to answers that would disqualify a candidate from consideration.  Enter a Score for any questions. When finished, click Continue to Next Page.
5) Upload or cut/paste any supplemental documents and Continue to Next Page.

6) Enter any additional information about the posting on the Comments tab and click Continue to Next Page.

7) Review the Posting and click Edit if necessary.  

8) When finished, select the appropriate Posting Status (Budget Approval) and then click Confirm.
For more information please use the Online Hiring Manager Guide
Or Recruitment at x5211
