- Log into HireTouch and select the Jobs tab
- Go to apps.uillinois.edu, select Administrative Applications,
Human Resources, and HireTouch Administrative Application
- When logged in, click on Jobs

Welcome, Amy Grindley Admin Logout

Session expires in 59 min

ILLINOIS HUMAN RESOURCES University of lllinois - Urbana

UNIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGHN

APPLICANT? JOBS FROSPECTS  TASKS REPORTS RESOURCES

My Dashboard

Display Preferences

Tuezday Conditions for Lakeville, MM at 1:12 pm CDT
August 27th, 2013 nep
14359 PM ¥ =
:b'g T |"-
Current Conditions:
Fair, 88 F

Date  Time Title
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» Select Civil Service (CS) Employee Requisition from
drop-down list

][ ILLINOIS HUMAN RESOURCES

UNIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGN

HOME APPLICANTS PROSPECTS POOL JOBS

RETRIEVE CS APPLICANTS

Civil Service Employee Requisition

Academic Hiring Request ONLY

Academic Professional Appointment Change
Academic Professional Jobs

_|Academic Professional Search

Academic Professional Waiver

_AHR PAPEs
Civil Service Emp

loyee Requisition
Civil Service Hiring Form

TASKS REPORTS SETUP

Welcome, Rebecca Janowski | B Enterprises 3 Logout

Start a Workflow
WX ¥ z Al

HIRIMNG REQUEST EMP REQ STATUS POSITION NUMBER EMP REQ EMP REQ APFROVAL DAT

Completed - L0212 - 04/26M0
Faculty/Other Academic Appointment Change Pending Approval
Faculty/Other Academic Jobs .
Faculty/Other Academic Search o ot Started O 1oz
Faculty/Other Academic Search Waiver
Post Doc Res Assoc Completed - U10201 @ 04/27/10
< RECIaSSiﬁcatiGn Pendinn Annroval 5
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Hiring Request Form (HRF) Guidelines

> Effective August 16, 2012, the HRF is not needed for
all ER Forms.

» The HRF is no longer needed for:

» Replacement positions that are state funded and
previously approved

> Non-state funded positions

> The HRF Is needed for:

> Newly created positions that are state funded and
not approved in a hiring plan
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> Click Start a Workflow

HireTouch HireTouch 360 Report Writer CMS

ILLINOIS HUMAN RESOURCES

VERSI F ILLINC AT URBANA

HOME POOL PROSPECTS

APPLICANTS

*Civil Service Employee Requisition

Civil Service Employee Requisition

RETRIEVE CS APPLICANTS

TASKS

Welcome, Rebecca Janowski Admin Logout 0

University of lllinois - Urbana

REPORTS RESOURCES SETUP TRIGGER HISTORY

‘ @ Start a Workflow Upload Jobs

A B c D E F G H J K L M M O P Q R 3 T u W W X Y z M
Searc @D Organization * || Job Status i)
JOB FORM STATUS JOB DETAIL JOB FORM STATUS
[ TTLE w Rggé%ET JOBID ORG CODE ORG NAME ey T ARTROVED ERFORM 2
[ (none) G 36475 U of | Foundation
[ (none) O 41681 OBFS - Strategic Procurement
[C] 01-12-2012. Clerical Assistant Trainee (08263) - University Housing . 16679 1270009 Hsg Facil-Admin UG3416 01/23/12 G
] 04-03-2012, Accountant | (00101) - University Housing O 18659 1270000 Housing Division
[E] 04-18-2011, Food Service Sanitation Laborer Trainee (00243) - University Housing . 8580 1270020 Hsg Undergrad/Dine
[ 05-13-2011, Storekeeper Il (33187) - University Housing . 9269 1270020 Hsg Undergrad/Dine
[C1 06-24-2011d, Food Service Sanitation Labarer (00245) - University Housing O 10320 1270020 Hsg Undergrad/Dine UBs522 07/05/11 G
[E] 09-23-2011, Food Service Sanitation Laborer (00245) - University Housing . 13875 1270020 Hsg Undergrad/Dine ue4072 09/30/11 G
[E] 1-11-13, Food Service Sanitation Laborer, (00242)- University Housing O 28708 1270020 Hsg Undergrad/Dine U79542 01/18/13 G
[E] 1/12/15- Accounting Associate - Income Coordinator (5000C)- University Housing (] 48748 1270000 Housing Division UAZ2628 01/22/15 G
[E1 1/15/2014-Building Service Waorker (4502)- University Housing [+ 39101 1270009 Hsg Facil-Admin Us2316 01117114 G

»

m
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» Select Civil Service Hiring Request/Employee
Requisition
» Click Continue at bottom of page

ILLINOIS HUMAN RESOURCES

UNIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGN

HOME APPLICANTS JOBS POOL

Add a Requisition

Choose Template

Step 1. Choose a Template

Category: | _ All Categories -
Search:

0 Academic Hourly Appointment

@ Academic Hourly Job Description

@ Academic Professional Appointment Change
@ Academic Professional Search

) Academic Professional Search Waiver

2 AP/Other Academic Hiring Request Form (no

8 Civil Service Hiring Request/Employee Requisit]

O Civil Service Jo

O Back Continue

[

PROSPECTS RETRIEVE CS APPLICANTS TASKS REPORTS

m

Preview:

Job Title - Department Civil Service Hiring Request/Employee Requisition
MName:

*Chart and Org Code:
*Organization Mame:

*College Mame or
Administrative Unit:

University of lllinois - Urbana

RESOURCES SETUP TRIGGER HISTORY

Staff
Human
Resources

ILLINOIS


http://www.uiuc.edu/
http://www.uiuc.edu/

» Type in the Job Title and Department
» Type in Org Code, including Chart of Account

(Org name fills in automatically)
» Type in College Name or Administrative Unit
» Click Continue

ILLINOIS HUMAN RESOURCES

UNIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGN

HOME APPLICANTS JOBS POOL PROSPECTS RETRIEVE CS APPLICANTS

Add a Requisition

Specify Settings

Step 2 Specify the Requisition Settings

Job Details = Civil Service Hiring Request/Employee Requisition
“Job Title - Department Name: Office Support Associate - Staf
Example, Azst Prof - Chemiziry
“Chart and Org Code: 1630002

Example: 1100000

“Organization Name: : Staff Human Resources Operations (1630002) E| g

*College Name or Administrative SHR
Unit:

Additional Information

TASKS

REPORT3S

RESOURCES SETUP

University of lllinois - Urbana

TRIGGER HISTORY

* required
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Instructions when a Hiring Request form Is required

» Civil Service Hiring Request/Employee Requisition is
already selected.

» Do not make any changes; click Continue at the
bottom of the page

Job Related Form Packages

MName Description
Civil Service Hiring Request/Employee Requisition Civil Service Hiring Request and Employee Requisition Forms.
[] Academic Hiring Request Form Only Package contains Academic Hiring Request only.
[] Academic Professional Appointment Change Package includes PAPE, Appointment Change
[] Academic Professional Search Package includes PAPE, Search, Summary Form
[] Academic Professional Search Form Academic Professional Search Fom
[] Academic Professional Search Waiver Package includes PAPE, Search Waiver

[] Civil Service Employee Requisition

[] Civil Service Job Posting

[] Civil Service Reclassification Civil Service Reclassification form
[] Dual Career Waiver Academic Professional (Provost Comm. 3)

[] Dual Career Waiver Faculty/Other Academic (Provost Comm. 8)

[] Employee Requsition Form 2

[] Faculty Administrator Appointment Change Package includes: PAPE and Appointment Change
[] Faculty Administrator Search Package includes: PAFE, Search and Summary
Staff
Human
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» Click Start to fill out the CS Hiring Request form

ILLINOIS HUMAN RESOURCES

UNIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGN

University of lllinois - Urbana

HOME

APPLICANTS

POOL PROSPECTS  RETRIEVE CS APPLICANTS  TASKS

Office Support Associate - Staff Human Resources
Civil Service and Extra Help - Pending

Job Forms | Form Packages

Show Job Forms

Forms

Comments

REPORTS

RESOURCES  SETUP

Please do not recertify any form after fully approved - contact the appropriate office if you need to make an update to the form.

Form Name

./ Civil Senvice Hiring Request/Employee Requisition

ODEA File Number Recertify Recertified By Recertified On Action Approval Document History @ Add/Remove Forms

&,

TRIGGER HISTORY

Actions

i Edit Demographics
7 Edit Questions

) Send Correspandence
& Upload a Document
[/ Attach a Note

&] Create a Task

£ Copy Job

Processes

Hiring Start 101315

Request: Form

Job Details

¥ : = .
-/ Civil Service Hiring Request Remave Created: 10/19/2015
./ Civil Senice Employee Requisition Start Remave Category: Ciil Senice and Extra
./ Background Check Request Start Remave Help
Status:  Pending
Eltaff
uman
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> Fill in all of the required fields.

Civil Service Hiring Request Hiring Request:  Slart Form  4/3/15

. Job Details
Hiring Request Form
Created: 04/03/2015

Category: Civil Service and Extra Help

Staff Human Resources Operations Status:  Pending
Department
College/MAU- SHR
“Contact Name Becky Janowski
Job Title Office Support Associate - Staff Human Resources

“% Appointment 100

® i
“Employee Group 2 Civil Service Staff

@
“Position Type 9 Permanent

@ New Position

*Position Status - . . . .
© Vacant Position - enter prior title and prior incumbent's name

“Effective Date 04/06/2015
*Salary Amount or Range 29000
. o © Yes
‘Is any part of this Hiring Request Form necessary duetoa o N
VSIP (Veluntary Separation Incentive Program) agreement? o
If yes, please provide any additional information. For example, if
this hiring request form is for multiple openings,
but only one is a VSIP refill, etc.
* Funding Source:

The total of the funding sources should equal 100%
% State Funds - Department 100

Staff
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If more than one FOAPAL is used, please list out each one on a separate line include the dollar amount and the percentage.

Labor Distribution FOAPAL, Dollar Amount, Percentage
100015-630002-213320-630002 100%

Justification For Filling Position

Justification For Filling Position

*1. Describe the critical nature of this position/hire to the mission and success of the unit and the institution; where applicable, include specific
strategic goals that are addressed

Type in a description here

*2. Could the work associated with this position be reallocated to be accomplished in another way, for example, through assignment of duties to
others in the unit, reduced FTE or a partial year appointment? Could an alternate title be considered or the role reconfigured so that the work can
be accomplished by someone with less experience or through training an individual whose position can be left vacated?

Answer these questions

*3. Document any negative consequences that would occur if the proposed position action were delayed or remained unfilled
List negative consequences.

*4. Describe the funds you have available to ensure you can make this hire without incurring deficits.
Describe available funds.|

General Comments

» The labor distribution information is not required,
but you should check with your college or unit
office to determine If they want this information.

Staff
Human
Resources

ILLINOTIS


http://www.uiuc.edu/
http://www.uiuc.edu/

» If the form is being approved by a designee, please note
that in the General Comments.
» Click “Submit and Continue to Approvals”

“3. Document any negative consequences that would occur if the proposed position action were delayed or remained

unfilled.
Appropriate answer.

“4. Describe the funds you have available to ensure you can make this hire without incurring deficits.

Appropriate answer.

@mmenm >

nd Continue to Approvals Save Exit
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A\

vV V V V

Select the Department approver

Select the School/Department approver, if applicable. If none,
select the same Department approver again (he/she will need to
approve twice)

Select the name of the Dean/MAU Officer

Select *SHR, Hiring Request (should default to this)
Select *Provost, Hiring Request (should default to this)
Click Save

All approvers must be selected. For guidance an selecting approvers or information on the different approval levels, please click on 7 for

information.
Title Name

Department Approver.

Grindley, Amy v &
School/Department Approver:

Grindley, Amy v] &
Dean/MALU Officer Approver:

Grindley, Amy v] &
SHR Approver:

SHR, Hiring Request v &
Provost Approver:

Provost, Hiring Request v &

Staff
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>

The approver is notified via e-mail and given instructions
on how to approve the Hiring Request form. You will
receive notification when your form is approved.

R ﬂ L5 = Request to Approve Civil Service Hiring Request Form Office Support Associate - Staff Human Resources (test) - Message (HTML) ? 0
MESSAGE McAfee E—a\l Scan
(5 Ignore I—_@l ﬁ;_e‘ I—_4 F“; Meeting : '3% - E.rl.1p|0yme” Lf-‘) Academic emails : Cs Liztze*.- .Eéﬂf ¥ 7 Rules = L b7 H | a’% i Find q
CCiIM - Disability/Empl... 3 Exam comments Exam Notificati... |~ _,ED OneNote ) Related -
:S.Junk‘ Delete  Reply R:::E:”Iy Forward E‘@More' ¥ Job Fair 2015 3, Responses - Empl ¥ SHR Responded | = vae D‘JActionsv UI‘::IraErakd Cate%Or\ze FEI:'W Tran's\ate E Selact - Zoorr
Delete Respond Quick Steps [ Move Tags [F} Editing Zoom

Mon 4/13/2015 11:26 AM

rjanowsk@illinois.edu

Request to Approve Civil Service Hiring Request Form Office Support Associate - Staff Human Resources (test)
To Janowski, Becky

o Click here te download pictures, Te help protect your privacy, Outlook prevented automatic download of some pictures in this message.

A Civil Service Hiring Request has been sent for your approval in HireTouch for the positien title: Office Suppert Associate - Staff Human Resources (test)
Please log in to the HireTeuch Applicant Tracking system to review and approve this request using the following steps

1. Leg in to the HireTouch system by clicking the fellowing link: HireTouch
(if you are already logged inte the system, skip to step 2)

2. Access the job directly by clicking the following link: https://employ.uillinois. edw/jobs/forms/show cfm?joblD=51469

To View and Approve the Civil Service Hiring Request:

Click the Approvals link for the Civil Service Hinng Request form

To review the form, click the View link at the bottom of the page.

To return to the previous screen, click the Approvals link at the bottom of the page.

To approve the form, click the Approve link. A green check mark will be displayed in the Approved column.

To Edit and then Approve the Civil Service Hiring Request:

Click the Approvals link for the Civil Service Hiring Request form

To review the form, click the View link at the bottom of the page.

Click the Edit link at the bottom of the page.

Edit the form and then click Save and Continue to Approvals at the bottom of the page.
Click the Approvals link at the bottom of the page.

To approve the form, click the Approve link. A green check mark will be displayed in the Approved column
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> After you receive notification that the Hiring Request form has
been approved, you are ready to start the Employee
Requisition.

» Go back to the Jobs tab, find your job, and click on it.

» Go to Forms and click start in the action column

ILLINOIS HUMAN RESOURCES University of lllinois - Urbana

UNIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGN

HOME  APPLICANTS [gelelikam POOL PROSPECTS  RETRIEVE CS APPLICANTS  TASKS REPORTS RESOURCES  SETUP  TRIGGER HISTORY

Office Support Associate - Staff Human Resources
Civil Service and Extra Help - Pending

Forms

Job Forms | Form Packages | Comments

Show Job Forms

Actions

B Edit Demogr:
4 Edit Questior
1 Send Corres)
& Upload a Doc
i Attach a Mot
& Create a Tas

Please do not recertify any form after fully approved - contact the appropriate office if you need to make an update to the form. % Copy Jot
Processes
Form Name ODEA File Number Recertify Recertified By RecertifiegOn Action Approval Document History @ Add/Remove Forms - i
|/ Civil Service Hiring Request/Employee Requisition g!g]ugest: et
./ Civil Senvice Hiring Request Recertify Vig -gegarate POF | Edit| Approvals | View History Remove CS Mot
|/ Civil Service Employee Requisition Remave Emplo‘__‘;pe . Start
Requsition:
|/ Background Check Request Start Remave
Job Details
Staff
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The title and org are filled in for you

Select whether it is a new or existing position
Fill in the position number (if existing)
If it is @ new position, put TBD (to be determined)

Civil Service Employee Requisition

*Organization:

*Position Type

*Position Number:

Title: Office Support Associate - Staff Human Resources

*Chart and Organization Code: 1630002

Staff Human Resources Operz -1 ©

Replacement for Position Number
TBD

Ifthis is a New Position, use "TBD" for positio.u

Former Incumbent's Name

*Location: Urbana B

Classification Information

“Proposed Classification:

*Please enter the information for the Present and/or Proposed Classification fields:

Present Classification:

Present Classification Code:

Office Support Associate

*Proposed Classification Code: 0846

Hiring Request Appr
CS Employee Mot
Requsition Start
Job Details

Created: 04/03/2015
Category: Ciwil Senvice and
Status:  Pending

Staff
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» If the funding is from 2 sources, enter the second
source in the right-nand column.

» Fill in all required fields.

If funding is from 2 sources, please list the second source in Column 2 below.

FOAPL

*Fund:
*Organizaton:
*Account:
*Program:

*Percent from this fund:

Appointment Type

*Appointment Type:

*% time:

“Months per year:

“Work Schedule (hours & days):

Place of Employment:

100015
530002
213320
630002
75

‘ Additional Fund:

Additional Organization:

Additional Account:
Additional Program:

Percent from this fund:

9 Permanent
Temporary
Intern
Contract

100

12[+]

Monday-Friday, 8:30-5:00

URBANA-CHAMPAIGN

100016
630002
213321
630002
25
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> To determine if a position is security sensitive or requires pre-
employment testing, go to the Staff Human Resources website:

http://www.shr.illinois.edu/employment/crimbackground.htmi

http://www.shr.illinois.edu/employment/preemploytest.html

Is This Position

*Security Sensitive?

*Dioes this position require drug screening?
“Physical/Strength Test Required
*Purchasing Authority of $5,000 or more?
*Supervisory responsibility of 20 or more?
*Interview Transfer:

Special Qualifications (including desirable characteristics/special
qualifications)

9 Yes
Yes
Yes
Yes
Yes

Yes

No
9 No
9 ho
9 No
9 No

@ No

Staff
Human
Resources

ILLINOIS


http://www.uiuc.edu/
http://www.uiuc.edu/
http://www.shr.illinois.edu/employment/crimbackground.html
http://www.shr.illinois.edu/employment/preemploytest.html

» “Applicant Reports to” should be the person you
want applicants to contact to schedule an
Interview.

» “Send Paperwork to” is the person SHR will be
sending the referral list to.

“Applicant Reports to:
“Office Address:
“Office Phone:
*Email:

“Mail Code:

“Send Paperwork to:
“Office Address:
*Office Phone:
“Email:

“Mail Code:

Comments:

Becky Janowski

52 E Gregory
217-333-2137
rianowsk@illinois.edu

562

Becky Janowski

52 E Gregory
217-333-2137
rianowsk@illinois edu

562
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» The job description must be attached to the employee
requisition.
» Click Add to start this process.

Comments:

A Job Description must be attached to this Employee Requisition before submitting. Click on "Add” to upload each document.

NAME DESCRIPTION TYPE FILE SIZE UPLOADED
Civil Service Hiring Request Civil Service Hiring Request Civil Service Hiring Request.pdf 65345

) 0
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>

>

>

Name the document in the “Name” field in this format:
- Jdpn#new.docx (for new position)
- Jdpn#U12345.docx (existing position number)

Click on Browse to attach the document
Select “Job Description” as the document type
Click Save

A Job Description must be attached to this Employee Requisition before submitting. Click on “Add” to upload each document.

NAME DESCRIPTION TYPE FILE SIZE UPLOADED
Civil Service Hiring Request Civil Service Hiring Request Civil Service Hiring Request pdf 65345

Name: jdpr#new.docx

Description:

File Upload: Browse.. | Job Description.docx

Document Type: Job Description -

) s
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» Scroll to the bottom of the page
- Click “Submit and Continue to Approvals”

(Note: You will not be able to continue if documents are not
attached.)

Civil Service Hiring Request Civil Service Hiring Request Hiring Request. pdf 65869
OS5 Assistant Job Description Job Description Job description test document.doc 24064

@ Add

FOR SHR USE ONLY

Logged Date

Freeze Date

fell (& EER

Received Date

de Continue to ﬁprt
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Select the Department approver

Select the School/Department approver, if applicable. If none,
select the same Department approver again (he/she will need to
approve twice)

Select the name of the Dean/MAU Officer

4t Approver defaults to *Staff HR, Classification & Salary and
should not be changed

5t Approver defaults to *Staff HR, Employment and should
not be changed

Click Save

Office Support Associate - Staff Human Resources Eiracenook  witer [
Civil Service and Extra Help - Pending

Job Forms | Form Packages | Comments

All approvers must be selected. For guidance on selecting approvers or information on the different approval levels, please click on ? for information.
Click "Save” to submit and send notifications. The "Save Approvers Only" button will NOT send notifications to the next approver.

Title Name
Department Approver- | Janowski, Rebecca E &
School/Department Approver: | Janowski, Rebecca E &

Dean/MAU Officer Approver | Carr, Christi B @
Staff HR Classification & Salary Approver | *Staff HR, Classification E 2
Staff HR Employment Approver: | *Staff HR, Employment E &

‘ B save @ Save Approvers Only B Edit Approvers

Staff
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B Request for Approval of Employee Requisition for Office Support Assistant - SHR - Message (HTML)

» The approver is notified via e-mail and given
Instructions to approve the employee requisition.

i i-uReply | -fReplytoal | i Formard | o [ | ¥ [0 X | e -9 - A @ &

i Fle Edt \iew Insert Format  Tools  Actions  Help

Subject:  Reguest For Approval of Employee Requisition For Office Support Assistant - SHR

An Employee Requisition Request has been sent for your approval in HireTouch for the position title: [[Job Title]]
Please log in to the HireTouch Applicant Tracking system to review and approve this request using the following steps

1. Log in to the HireTouch system by clicking the following link: HireTouch
{if you are already logged into the system, skip to step 2)

2. Access the job directly by clicking the following link: https /employ global uillincis edu/appiiews/johs/forms/show cfm?jeblD=[[Job ID]]

From: rjanowsk@illinois. edu Sent:  Thu 12f16f2010 4:32 PM
Ta: rianowsk@illinois. edu
o

To View and Approve the Employee Requisition Request

+ Click the Approvals link for the Employee Requisition form

+ To review the form, click the Wiew link at the bottomn of the page

« To retumn to the previous screen, click the Approvals link at the bottom of the page

+ To approve the form, click the Approve link. A green check mark will be displayed in the Approved column

To Edit and then Approve the Employee Requisition Request:

o Click the Approvals link for the Employee Reguisition farm

o To review the form. click the Wiew link at the bottom of the page

o Click the Edit link at the bottom of the page

o Edit the form and then click Save and Continue to Approvals at the bottom of the page
o Click the Approvals link at the bottom of the page

To approve the form, click the Approve link. A green check mark will be displayed in the Approved column
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» If you click the link in the approval email, it should

take you to the Forms page of your employee
requisition. To view the Employee Requisition, click
View

ILLINOIS HUMAN RESOURCES University of lllinois - Urbana

UNIVERSITY OF ILLINOIS AT URBANA-CHAMPAIGN

HOME  APPLICANTS [gelelid] POOL PROSPECTS RETRIEVE CS APPLICANTS  TASKS REPORTS RESOQURCES SETUP  TRIGGER HISTORY

Office Support Associate - Staff Human Resources
Civil Service and Extra Help - Pending

Forms
Job Forms | Form Packages | Comments
Job Form Approval
Form: Civil Service Employee Requisition
Form Originator: Janowski, Rebecca
Title Name Approved Rejected Date
Department Rebecca Janowski
School/Department Rebecca Janowski
Dean/MAU Officer Christi Carr
Staff HR Classific & Salary Classifications & Salary *Staff HR
Staff HR Employ Employment *Staff HR

O Approvers @ View @ MNotes @ Back @ Approve @ Reject
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» To edit the Employee Requisition, click Edit

View Form

BAY Qe ieeEm

M |ﬁllﬁ T

Civil Service Employee Requisition

Title:

Chart and Organization Code:
Organization:

Position Type

Paosition Number:

Former Incumbent's Name:

Location:

Classification Information

Present Classification:
Present Classification Code:

Proposed Classification:

Ocdit @ Approvals §9 Ccomments @@ Download

Office Support Associate - SHR
1630002

Staff Human Resources Operations
New Position

TBD

Urbana

*Please enter the information for the Present and/or Proposed Classification fields:

Office Support Associate

Staff
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» To approve, Click Approve on the Approvals page

» A green checkmark indicates approval

> If you are the approver on more than one line, you
will need to click Approve again

ILLINOIS HUMAN RESOURCES University of lllinois - Urbana

UNIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGN

HOME  APPLICANTS Qo3 POOL  PROSPECTS  RETRIEVE CS APPLICANTS  TASKS  REPORTS  RESOURCES SETUP  TRIGGER HISTORY

Office Support Associate - Staff Human Resources
Civil Service and Extra Help - Pending

Forms

Job Forms | Form Packages | Comments

Job Form Approval
Form: Civil Service Employee Requisition
Form Originator: Janowski, Rebecca

Title Name Approved Rejected Date
Department Rebecca Janowski o d 01:36:44 PM Tue 10/20/15
School/Department Rebecca Janowski

Dean/MAU Officer Christi Carr

Staff HR Classification & Salary Classifications & Salary *Staff HR

Staff HR Employment Employment *Staff HR

O Approvers @ View @ Notes @ Baclf @ Approve Y@ Reject

Staff
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Pending

Documents | Correspondence | Events | No

Activity

~ * Due to permission settings on document types, there may be more documents than are listed.

- Date - ¥ [ AllUsers v | @y (G0}
DATE CATEGORY MAME TYPE
December 16, 2010
422 FM Documents Civil Service Employee Requisition Employee Requisition
422 FM Tasks Approve Form: Employee Requisition
4:07 PM Tasks Approve Form: Employee Requisition
341FM Documents 085 Assistant Job Description Job Description
I13FM Documents Civil Service Hiring Request Civil Service Hiring Request
I13FM Correspondence Civil Service Hiring Request Approved  CS Hiring Request Approved
for Office Support Assistant- SHR
F13IFM Tasks Approve Form: Civil Service Hiring Approve Form: Civil Service Hiring
Request for Office Support Assistant- Request
SHR
I13FM Tazks Approve Form: Civil Sernvice Hiring Approve Form: Civil Service Hiring
Request for Office Support Assistant- Request
SHR
313FM Tazks Apprave Form: Civil Service Hiring Approve Form: Civil Service Hiring

ﬂ Employee Requisition.pdf

» If you wish to view all the forms (Hiring Request form,
Job Description, and Employee requisition) as they
went through the process, go to the Activity tab

v

Rebecca Janowski
Rebecca Janowski
Rebecca Janowski

Rebecca Janowski

Rebecca Janowski
Rebecca Janowski

Rebecca Janowski

Rebecca Janowski

Rebecca Janowski
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Instructions when Hiring Request Form is NOT required

Log into HireTouch and select the Jobs tab
- Go to apps.uillinois.edu, select Administrative Applications,
Human Resources, and HireTouch Administrative Application

Welcome, Amy Grindley Admin Logout

Session expires in 59 min

ILLINOIS HUMAN RESOURCES University of lllinois - Urbana

UMIVERSITY OF ILLINODIS AT URBANA-CHAMPAIGN

APPLICANT? JOBS FROSPECTS TASKS REPORTS RESOURCES

My Dashboard

Display Preferences

Tuesday Conditions for Lakeville, MM at 1:12 pm CDT
Auqust 27th, 2013 Ay

1:43:59 PM b e
:’b'g .|. |'.-
Current Conditions:
Fair, 88 F

Date  Time Title
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» Select Civil Service (CS) Employee Requisition from
drop-down list

][ ILLINOIS HUMAN RESOURCES

UNIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGN

HOME APPLICANTS PROSPECTS POOL JOBS

RETRIEVE CS APPLICANTS

Civil Service Employee Requisition

Academic Hiring Request ONLY

Academic Professional Appointment Change
Academic Professional Jobs

_|Academic Professional Search

Academic Professional Waiver

_AHR PAPEs
Civil Service Emp

loyee Requisition
Civil Service Hiring Form

TASKS REPORTS SETUP

Welcome, Rebecca Janowski | B Enterprises 3 Logout

Start a Workflow
WX ¥ z Al

HIRIMNG REQUEST EMP REQ STATUS POSITION NUMBER EMP REQ EMP REQ APFROVAL DAT

Completed - L0212 - 04/26M0
Faculty/Other Academic Appointment Change Pending Approval
Faculty/Other Academic Jobs .
Faculty/Other Academic Search o ot Started O 1oz
Faculty/Other Academic Search Waiver
Post Doc Res Assoc Completed - U10201 @ 04/27/10
< RECIaSSiﬁcatiGn Pendinn Annroval 5
Staff
Humares BiLrLINOTS
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> Click Start a Workflow

] ILLINOIS HUMAN RESOURCES

UNIVERSITY OF ILLINDOIS AT URBANA-CHAMPAIGN Welcome, Rebecca Janowski Enterprises BLogout

HOME  APPLICANTS PROSPECTS POOL RETRIEVE CS APPLICANTS  TASKS REPORTS SETUP

Civil Service Employee Requisition v @

Civil Service Employee Requisition Form

4 B C O E F @ H [ J K L M N © P @ R &5 T U v w x v z Al
@ @
] TITLEw JOBID JOB STATUS ORG CODE ORG NAME HIRING REQUEST EMP REQ STATUS POSITION NUMBER EMP REQ EMP REQ APPROVAL DA
] 'Amy 2542 Pending 9904000  Univ Ofcfor Completed - 10212 G 04/26M0
Human Fending Approval
Resaources
[] *IForm Test 2834 Pending 9904000  Univ Ofc for 9 Mot Started O 10/22M10
Human
Fesources
[] @Amy Test 2544 Pending 9904000  Univ Ofcfor Completed - 10201 G 04127110
Human Pendinn Annroval
4 ¥
Staff
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» Select Civil Service Hiring Request/Employee
Requisition
» Click Continue at bottom of page

ILLINOIS HUMAN RESOURCES

UMIVERSITY OF ILLINDIS AT URBANA-CHAMPAIGN Welcome, Rebecca Janowski Enterprises BLogout

HOME APPLICANTS PROSPEC POOL JOBS RETRIEVE CS APPLICANTS TASKS REPORTS SETUP

Add a Requisition

Choose Template

Step 1. Choose a Template

Preview:
Category: | - All Templates - = Job Title - Civil Service Hiring Request/ Employee Requisition
() Academic Professional Appaintment Department
Change Mame:
(O Academic Professional Search Category:
O Academic Professional Waiver artand Qrg

Code:
[ &) APIOther Academic Hiring Request aae

Forp (noseacchy Organization

@vil Service Hiring Request/ Employe Mame:
ayisition

College Mame or
(O Civil Senice Reclassification Administrative
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» Type in Current Job Title and Department
» Type in Org Code, including Chart of Account

(Org name fills in automatically)

» Type in College Name or Administrative Unit
» Click Continue

ILLINOIS HUMAN RESOURCES

UNIVERSITY OF ILLINDIS AT URBANA-CHAMFPAIGN ‘Welcome, Rebecca Janowski Emerprises BLogout

HOME APPLICANTS PROSPECTS POOL RETRIEVE CS APPLICANTS TASKS REPORTS SETUP

Add a Requisition

Specify Settings
Step 2. Specify the Requisition Settings

Job Details > Civil Service Hiring Request/ Employee Requisition

*Job Title - Department Dffice Support Associate - SHR
Mame: _

Example, Asst Prof - Chemisiry; Civl Senice use clas

zme such ax Office Support Associste

Chart and Org Code: 1630002

Organization Mame: | Staff Human Resources Operations (1630002) » |

College Name of | geatt Human Resources
Administrative Unit:

B tack to Template Continue -
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»Deselect Civil Service Hiring Request/Employee Requisition below
since the Hiring Request Form is not needed

»Instead, select Civil Service Employee Requisition, which will
prevent the Hiring Request form from being added.

Step 3. Attach Forms to the Requisition

MOTE: Please do not make any changes to the selections below.

Applicant Related Form Packages

Mame Description

Academic Professional Profile Academic Professional Profile

Applicant EEQ Applicant EEQ

Application 1555 Application

CS Application This package contains the basic application forms
CS Exam Request CS Exam Request

CS Part 2 Only Part 2 Only

Faculty Profile Faculty Profile

Pre-Approval Package contains pre-approval form

Special Faculty Profile Special Faculty Profile

Job Related Form Packages

Name Description
Civil Service Hiring Request/Employee Requisition Civil Service Hiring Request and Employee Requisition Forms.
Academic Hiring Request Form Only Package contains Academic Hiring Request only.
Academic Professional Appointment Change Package includes PAPE, Appointment Change
Academic Professional Search Package includes PAPE, Search, Summary Form
Academic Professional Search Form Academic Professional Search Form
(o= 121001 (O S ) (=R DN )= g XY Package includes PAPE, Search Waiver

< Y| Civil Service Employee Requisitiun)

daariice ok Dectis o
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» Click on Start next to the Civil Service Employee Requisition
» The rest of the process is the same from this point on.

ILLINOIS HUMAN RESOURCES

UNIVERSITY OF ILLINDIS URBANA-C MPAIGN

University of lllinois - Urbana

HOME  APPLICANTS [luliis POOL  PROSPECTS  RETRIEVE CS APPLICANTS  TASKS  REPORTS  RESOURCES SETUP  TRIGGER HISTORY

Office Support Associate - Staff Human Resources
Civil Service and Extra Help - Pending

Forms

Job Forms | Form Packages | Comments

Actions

§ Edit Demaographics
4 Edit Questions

[ Send Correspondence
8 Upload a Document
4 Attach a Mote

& Create a Task

4 Copy Job
Show Job Forms
Processes
Please do not recertify any form after fully approved - contact the appropriate office if you need to make an update to the form.
Hiring Start 10/20/15
Form Name ODEA File Number Recertify Recertified By Recertified On Action Approval Document History EJ Add/Remove Forms Request: Form
|/ Civil Service Employee Requisition Job Details
|/ Civil Service Employee Requisition Remave Created- 10/20/2015
|/ Background Check Request Start Remove Category: Civil Senvice and Extra
Help
Status:  Pending
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