Human Resource Management System Recruitment Module

Recruitments to be Finalized anuary 2024)

Use these steps to select recruitments to finalize. The Recruitments to be Finalized tile allows you to review the
requisition, add any comments and/ or attachments, including interview notes, copies of advertisements, salary
analysis, and approval emails, as necessary. Additional Recruitment job aids can be found in the HRMS website.

Navigation: R’Space > HRMS > Recruitment > Recruitments to be Finalized

*Note: This module is accessible to individuals who have the appropriate HRMS Recruitment EACS roles.

1. From the HRMS Gateway

page, click the Recruitment W | Human Resource Management System SUPPORT ~
tile.

SWITCH BACK

HOME

Welcome

Welcome to the UCR Human Resources Management System (HRMS). The HRMS is a UCR developed Staff HR Software Application

containing the following modules: Job Code Information, Job Builder, Recruitment, , and Gontract Out. The Job Builder,
Recruitment, Review, and Contract modules are only visible to you if you have a ¢ ing EACS role. Mouse over each module tile
for a brief description.
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2. The Recruitment landing page
displays. Select the

Recruitments to be Finalized Recruitment
tile.

The Recruitment module is UCR’s online repository of recruitment actions. Based on your role(s), using the Recruitment module you
may be able to initiate, edit, approve, view, search, review and disposition candidates, and finalize recruitments.

Additional information on how to use this medule can be found in the HRMS Recruitment User Guide and HRMS Recruitment Job Aids.
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https://hr.ucr.edu/about/us/human-resources-tools/human-resources-management-system

Human Resource Management System

Recruitment Module

3. From the Recruitments to be
Finalized page, select the
recruitment that will be
finalized, by clicking the
Pencil icon under the Actions
column.

The Department HR
Coordinator will review the
requisition and add any
comments and/or
attachments.
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20845653 QA Jobs - Financial Analyst (EG} FINANCIAL ANL 001091 Financial Planning &  Department HR 1 &
- o 5.18.2023 3 Analysis Dept Coordinator
GEN Department HR
29424568 EMF Accountant Il DO1100 Accounting Dept 2 ! = s
ACCOUNTANT 3 Coordinator
Department HR
28006340 Storekeeper, Dining Services STOREKEEPER D01209 Dining Services e 0 rs
oordinator
FOOD SVC SUPV Department HR N
27994202 Manager, Glasgow Restaurant 5 D01209  Dining Services 0 &
2 Coordinator
T Institutional Biosatety Committee T AT Envirehmental Department HR ) P
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FIMANCIAL ANL D rimant HR
27477217 Financial Analyst Il i DO1100  Accounting S 0 &
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4. Select the Review and
Submit tab.

5. From the Review and Submit
tab, go to the Recruitment
Actions Options button on
the top right.

<Pre® | P Recruitment Action Options ~ |

Department HR HR Classification
Coordinator
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Job Code Description
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Analyst

@l SEARCH COMMITTEE Grade
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Search Committes

Histary
FINANCIAL ANL 3 Job Code 007709
22 Working Title Financial Analyst Il
Accounting
40007277 Work Schedule BAM - 5PM
Staff: Career Contact Netld rose!
1 Required Travel Never or rarely

Working Building INTELLICENTER - UC PATH

Off main campus

6. Select Mark Final Successful
from the drop-down menu.

This will effectively close the
recruitment and move it to
the Finalized Recruitments
tile.
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