CREATE A REQUISITION FOR A NEW CUPE 917/
POSITION

This quick guide describes the key steps in requesting CUPE 917 position numbers only.

Do not submit a “A NEW POSITION” requisition. Please follow the steps below to create a requisition.

[ # | INSTRUCTIONS  SCREENSHOT

1 Log in to UVic Careers. https://uvic.mua.hrdepartment.com/index.php
= MONSTER
< i e Requisitions [ _emiore + | seacn.
Requisitions
Create Requisition Select Associations
Create Requisition
On the Dashboard, click on R
the Recruiting tab, then Ao
2 d th R isiti . Create a New Requisition from Job Profile Library
under the Requisition
Offers ORGANIZATIONAL UNIT *
heading: Create B
Requisition. 5
Select Workflow
EMPLOYEE GROUP *(CHOOSE A NEW POSITION IF YOU
DO NOT HAVE AN EXISTING POSITION NUMBER)
—Select - ~
ot M
JOBTITLE@™
Type Keyword Here E]
Create RequiSition Select Associations
ORGANIZATIONAL UNIT *
University of Victoria v
On the Select Associations Student Affairs v
screen, complete all University Food Services .
required (red) fields. In the
Employee Groupfield Select Workflow
choose CUPE 917 from the uNioN
. Union (Union) v
3 drop-down list.
EMPLOYEE GROUP *(CHOOSE A NEW POSITION IF
YOU DO NOT HAVE AN EXISTING POSITION NUMBER)
In the Job Titlefield, type in CUPE 917 -Regular v
the position number in the LocATION
field to quickly locate it University of Victoria v
from the drop-down list. JOBTITLE®*
| Cashier (H9385)| |-]
MATCHING WORKFLOW FOUND CUPE 917 Regular Workflow
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Step 1 Step 3
Select Associations Select Approver(s)

POSITION NUMBER
On the Define R eqwlsl't/bn REASON FORVACANCY *
screen, complete all ostects v
requ]red fields. SALARY CHARGED TO FAST CODE *
Leave the position num ber SUPERVISOR POSITION NUMBER *

4 field blank.

FTE*
In the additional 1S THIS A CHANGE TO FTE? *
information box specify O Yes
how many positions you O e
requlre SOURCE OF BUDGETFUNDINGB'

ADDITIONAL INFORMATION S

v
©
Create Requisition Academic Adviser-999119.1

On the Select Approver(s) Step1 Step2 Step Steps ster

screen, highlight the
appropriate approval chain

Select approvers from drop-down lists and add internal approver if required. Do not remove Budget Office as an approver or your requisition will b

in the Select Approval Default Approvers
Chain(s)field, then: + B udgeofice
" Select

Select Approval Chain(s)

AVAILABLE REQUISITION APPROVAL CHAINS.

H IFYOU DO NOT REQUIRE APPROVERS FOR THE OFFER
The screen will refresh, and Lerer o SuBMTeND O FER BTN
M M M IFYOU REQUIRE APPROVAL, SELECT THE INTERNAL
additional fields will et 1k ot
Ancillary
appear. e rentot g

Ocean Networks/PCIC

Regular continuing

Term

The Budget Office always
appears as a mandatory
approver.

Select Approver(s)
APPROVAL CHAIN TYPE *
Serial E‘

DEPARTMENT HEAD (DHEAD)

-- Select -- E‘

VICE-PRESIDENT (VP)

- Select-- E‘

SELECT APPROVERS BY NAME

For Approval Chain Type,
choose Serial.

Select your Department
Head and VP (for regular
continuing positions).

& internal Approvers

B Clear Approval Chain
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Step 1 Step 2 Step 3 Step 4 Step 6
On the Attachments
screen, do not upload L
any documents. JE e
H H SHARE DOCUMENT(S) WITH [ Internal Job Seekers
Memo or Job Description S
. O Approvers

are not required for new
CUPE 917 pOSItlons' Current Attachments

NEW-DEPT-YEAR-FOR-JD TITLE-SGX NEW-DEPT-YEAR-FOR-JD TITLE-SGX.DOC Kam Cheema Approvers x

NEW-DEPT-JE-MEMO NEW-DEPT-JE-MEMO.DOC Kam Cheema Approvers x

= =
Create Requisition new-New
Preview your requisition
Step 1 Step 2 Step3 Step 4 Step5
a n d o n Ce s atl Sﬂ e d, se I eCt Select Associations Define Requisition Select Approver{s) Approval Order Attachments
FInISh “ Requisition Details Preview # Edit
INTERNAL VIEW EXTERNAL VIEW

TIP: You can save a draft at
any time. To find your draft,
scroll to the bottom of the
STEP 1 Select Associations
screen. Your draft will
appear under the My Drafts
heading.

APPROVER VIEW

UVic - New Workflow / Requisition Form

REQUISITION #

New

POSITION TYPE*

Continuing

JOBTITLE®

New

My Drafts

To finish a draft, click on the option to edit. To remove a draft from the table, click on the option to delete.
[ : BE
JOBTITLE ~

Academic Adviser

Displaying 1-10f1 10 [}

SCREENING QUESTIONNAIRES DATE CREATED ¥

+Add 17/1/2018 &

50 | 100 | per pa

ACTION:

The Budget Office will create the necessary position number(s) for the posting.
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