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Quick Guide to creating a new HR Position Request

The form is designed to be used by hiring managers to submit job posting and reclassification requests.
It can also be used by department administrators to submit position requests on behalf of others.

e Trouble accessing the HR Position Request form? Contact [TServicedesk@hms.harvard.edu
e Questions regarding the form itself? Contact your Human Resources Coordinator

1. User Roles

There are different roles who can use the HR Position Request form:

User Roles Create Edit View View & Edit Submit to
(own) (own) (own) (others) final to HR

Hiring ‘/ ‘/ ‘/ ‘/

Managers

Dept Admins ‘/ ‘/ ‘/ ‘/ ‘/

and Heads

Human ‘/

Resources

Collaborators* ‘/

* Collaborators — A hiring manager or department administrators can add an employee or colleague as
a collaborator to help prepare the position request. The collaborator will only be able to view the
requests they have been assigned to. A collaborator can be added or removed at any time.

2. Create a Request

When you log in to the HR Position Request. Click the “Create” button in the upper right to start.

If you created requests in the past (or if your role allows you to see other requests), you’ll see a list of
requests on this page.

HR Paosition Requests - Summary

Go | Actionsv
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3. Select the Hiring Manager

The next page is “Basic Information.” Click the “Search for Hiring Manager” button and type the hiring
manager’s name (first and/or last name), then click the “Go” button. Select the hiring manager name
by clicking on the username in red. You'll be returned to the “Basic Information” page with the
departmental data populated based on the hiring manager’s department.

HR Pasition Requests - Basic Information

- T

Position Requast ID

4. Select the Request Type

Next select one of the five request types:
— Not Selected —

The request type determines the data elements
required by HR for the particular position request.
Complete the data fields and click “Save and Next.”

Adjust Existing Term Appointment
New Position

Replacement with Changes
Review for Reclassification Note: Once you save, you cannot change the “Request
Type.” If you want to create a different request, delete
the request and create a new one with the correct
“Request Type.”

Straight Replacement

-- Not Selected -- B

HR Pasition Requests - Basic Information

Search for Hiring Manager Q

Position Request ID
ibmission Date
Status
Department
Department 10

Hiring Manager Name Harvard ID
Senior HR Consultant
Department Admin Name
Work Lacation

Work Address

Work Address 2
{Optional

Is this position 100% grant funded? ()Mo () Yes
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5. Complete the Form

?@ E_ﬁtf}}i&;'ﬁ]i HR Position Requests o 2.

# Home

HR Position Requests - Position Information Proposed/Current Job Responsibility (267)

®  Basic Information

Breakdown the work and responsibilities; provide the percentage of time spent on each area. The percentage of time must total 100%.

= Position Information

] Pr sed/Current Job Responsibilities % of Time 5 it on Each
Job Responsibility ko e b

First Set of Job Respensibilities
D Former Job Resp

M Organizational Chart
&  Pre-Emp Screening Second Set of Job Responsibilities
B Notes/Status

&  User Guide
Third Set of Job Responsibilities

Based on the request type, the form presents the required information for submission to HR.
Note: Most of the fields are not system required even though they are required by HR for review.

A You must click the “Save and Next” button after you have entered information into the form
or you will LOSE data.

A The left side menu displays your progress through the required components. Clicking on the
left side menu will bring you to the new section, but you will LOSE data that was not saved on
a previous screen. Be sure to click “Save and Next” on every screen.
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# Home

HR Position Requests - Position Information Proposed/Current Job Responsibility (226)

@ Basic Information

Breakdown the work and responsibilities; provide the percentage of time spent on each area. The percentage of time must total 100%.
[E Funding Source

. - . Proposed/Current Job Responsibilities % of Time Spent on Each
%= Position Information

| First set of job responsibilities

Job Responsibility _ 30

f s

Moves to the |second set ot job responsivies
m 30

next page
- &

W ITH O U T Third set of job responsibilities
® 1 saving data &
© ’ Saves data and

Add Row
‘ Save and Next

moves to the
next page

Cancel
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6. Add a Collaborator

If you'd like to add a collaborator, save your information and return to the “Basic Information” page.
Click on the “Collaborators” button, then “Add,” then “Search for Collaborator.” Send your
collaborator a note about what you need them to do. You can have multiple collaborators.

7. Add Notes, Print to PDF, and Submit to HR

The “Notes/Status” page allows you to add notes to HR or a collaborator.
If you would like an electronic copy of the form, click Print Request Form.
Once complete, click “Submit to HR”, which will change the status from ‘Draft’ to ‘Pending Approval.’

HR Position Requests - Position Request Status (267)

Status  Draft

Cancel Print Request Form @)

ALL fields are required for ission unless they are desi “Optional.’ Incomplete forms will be returned to the department.

NOTE: There are no automatic notifications. These will be added in a future release. For now, send
your HR coordinator or recruiter an email informing them that a form has been submitted, and include
the Position Request ID which is at the top of each page in parentheses.

8. Frequently Asked Questions

Why can’t | see some of the fields that | need to add in my request?
Some fields have dependencies based on other fields, for example: the “Number of Direct Reports” will
only appear when you answer “Yes” to “Does this position manage others...?”

Can | change the status of my request form?

A newly created request will be in “Draft” status until the requestor hits “Submit to HR” button on the
“Notes/Status” page which will change the status to “Pending Approval.” Only HR can change the
status of a submitted request.

Can | edit the form once | submit to HR?
No, once the form is submitted to HR, the creator can no longer edit it unless HR changes the status to
“Require More Information.” HR will review and update the form and status.

Do | need to inform anyone once | submit a form to HR?
For this first release, there are no automatic notifications setup. Communications during this first
release still need to be communicated through email.



