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PREFACE 

This guide focuses primarily on the steps taken by the hiring managers to start and 

complete recruitment.  Itõs designed to be a helpful reference to provide process and 

procedural guidance, not a complete source of recruitment information .  For specific 

recruitment questions not covered in this document, please cont act the UCSB HR 

employment team.  

 

HIGH LEVEL PROCESS 

The end -to -end recruitment process is comprised of three swim lanes for each of the 

following key process stakeholders.  

¶ Departmental Hiring Manager  

¶ HR ð Employment Team  

¶ Applicants (internal/external)  

 

The process starts with the Hiring Manager creating a job opening and ends with 

submitting the prepare for hire request to UCPath Center to hire the selected 

candidate.  
FIGURE1 END TO END PROCESS MAP  

 
Department hiring managers will perform the following major process steps.  

 
Map Step  Process Step Description  Key Change Impact  

1 Create Job Openings  Job posting is no longer the full job description  

4 Manage Job Openings  No change from current state  

5 Schedule Interviews  Optional but  powerful functionality to use  

5B Enter Interview Evaluations  Will need to notify when candidate is selected  

9 Submit Background Checks  New vendor, Universal , is integrate with TAM  

10 Submit Prepare for Hire  Replaces template base hire  for staff non -students  
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COURSE 101-CREATING JOB OPENINGS 

 

STEP 1 ð CREATING A STANDARD JOB OPENING 

Hiring managers create job openings to recruit human resource talent.   

Process Parameters  

Inputs  Process Impact  Result 

Position number(s)  

¶ Position numbers  are 

requested in UCPath  

Required to save 

the job opening  

The position 

number(s) is 

connected to the 

job opening for 

downstream 

processing  

Job description  

¶ Available in OACIS  

Key data to 

complete the job 

posting section  

Provide key data 

requirements for 

job posting  

Required Job Posting Sections  

¶ Provided by HR  

These sections are 

required by HR to 

complete the job 

posting for 

approval 

consideration  

Job posting for 

candidate 

gateway with 

required job 

description sections  

With process  inputs secured, letõs review the two job opening types  that can be 

created.  

Type Process Impact  Notes  

Standard  Job Opening  requires  a single 

position  

Facilitates recruiting for  

typically  a single 

candidate  

Continuous  Job Opening  Allows for multiple 

position s to be added  

Facilitates recruiting for 

multiple candidates  
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1 - CREATING A STANDARD JOB OPENING FOR SINGLE POSITION 

 

 

 

 

 

Overview  The job opening is the first official step of the recruitment process for hiring 

managers.  

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Primary Job Opening Information  

Procedures  Select  ôStandard  Requisitionõ as the  Job  Opening  Type  

Accept  *Business Unit default,  ôSBCMPõ 

a) Enter the  Position Number   

b) Change  the  defaulted  Job Posting Title  if desired   

c) Click the  yellow  Continue  button  locate d  in lower  right  corner   

Illustrations  

FIGURE2  TAM 101 CREATE JOB OPENING|PRIMARY JOB  OPENING PAGE - STANDARD 

 
 

Notes  IGNORE:  The  Profile Details  section  as this is not  used  in our  campus  

process.  

Job Aid ID  1.1 

a 

b 

c  

e 

d 
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2 - ENTERING JOB DETAILS 

Overview  This page is long and has many fields for data entry although most are not 

required to complete the job opening.   

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Job Details  

Procedures   Complete the Job D etails  tab below.  

a)  Do not  change  the  *Template ID  

b)  Enter *Employee Class ification  field  

c)  Enter other job detail fields as desired/required   

Illustrations  

FIGURE3  TAM 101 JOB OPENING| JOB DETAILS TAB 

 

b 

a 
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Note :  The Date Authorized  field  will be  used  by  HR recruiters  to  populate  the  primary  

consideration  date .  Hiring managers  should  not  use the  field  for  da ta  entry.  

 

c  

This Date Authorize d  

field will be used by 

HR for the Primary 

Consideration End 

Date.  
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ADDING  MULTIPLE POSITIONS TO A STANDARD JOB OPENING 

Exceptionally, a  hiring manager may need to increase the number of  the  Available 

Openings  field  for a recruitment.  TAM allows a standard job opening to have multiple 

position s if the added positions all have the same:  

o Department  

o Job Code  

o Standard  Hours 

To add additional position numbers, follow the procedures in: Add Positions  

 
FIGURE4  TAM 101 JOB DETAILS TAB ð INCREASE AVAILABLE OPENINGS 
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3 - ENTERING QUALIFICATIONS-THIS TAB NO LONGER AVAILABLE 

 

 

 

  

 

 

 

 

 

4 ð SCREENING DATA (NO REQUIRED ACTION) 

Notes   

Job Aid ID  1.2 

Overview  Hiring managers will complete  Work Experience & Education  information.  

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Qualifications  

Procedures  a)  Select the *Highest Education Level  

b)  Enter the desired number in Years of Work Experience  

Illustrations  

FIGURE5  TAM 101 JOB OPENING|QUALIFIC ATIONS TAB 

  

Notes  Qualifications  are  no  longer  a  tab  within  TAM. Please skip over  this section   

Job Aid ID  1.3 

b

y 

a

y 
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5 - ENTERING THE HIRING TEAM 

Overview  There is no action required of hiring managers on the Screening  tab .   Job  

opening -specific  screening  questions  were  deemed  out  of  scope  for  our  

initia l implementation  of  TAM.   

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Screening  

Procedures  n/a  

Illustrations  

FIGURE6  TAM 101 JOB OPENING| SCREENING TAB 

 
Notes  The two  questions  included  on  the  Screening  tab  are  used  to  assess work  

eligibility.   Please do  not  make  any  changes  to this page.    

Job Aid ID  1.4 

Overview  The hiring team  identifies key stakeholders in the recruitment process.  

Do not make 

changes  on 

this tab . 
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Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Hiring Team  

Procedures  See inte grated  procedures  in Illustration s section.  

Illustrations  

To enter the required hiring team sections for initial submittal of approval, follow the 

procedures below,  

a)  Add recruiter s by clicking the Add Recruiter  button  

o The recruiter may default automatically   

b)  Type first name of recruiter in *Name  field   

c)  Check on the Primary  checkbox , as needed  

d)  Add hiring managers  by c licking  the yellow Add Hiring Manager  button  

Follow  steps b  through  c  above  to  select  the  Hiring Manager  

FIGURE7  TAM 101 JOB OPENING|HIRING TEAM TAB 

 

ENTER HIRING TEAM FOR INTERNAL DEPARTMENT REVIEW (OPTIONAL) 

Hiring managers  may  want  to  facilitate  an  internal  department  review  with  other  hiring  

managers  before  submitting  the  job  opening  to  HR for  approval.   

a)  Click  the  yellow  Add Hiring Manager  button  to  add  hiring  managers  who  you  

want  to  grant  access  for  the  internal  review  - See Job  Aid  Entering  the  Hiring 

Team  for  more  procedures.  Please note  that  any  additional  hiring  managers  that  

you  add,  will be  removed  during  the  primary  consideration  phase  of  

recruitment.  

 

b)  Click  the  yellow  Save as Draft  butto n, instead  the  yellow  the  Save and Submit . 

a 

b c  

d  














































































































































































































