Requisition-
Creating the RTF

Please make sure to request user permissions from Human
Resources (581-1581) or um-hr@maine.edu

1. Go to umaine.hiretouch.com/admin

Enter Username
Enter Password
2. Click the Jobs Tab
3. Click Add Requisition
4. Find your template within the list of template options.*
A. Step 1: Choose Template and Click Continue
B. Step 2: Verify Correct Template and Click Continue

C. Step 3: Review forms attached to the Requisition and
Click Continue

*Select the department within which the available position
Is located, using the drop down menu. You are only able
to view and select positions for departments for which
you have been given user permission for. If the position
Isn’t listed, please contact your HRP .
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Step 2. Please verify correct Template is selected

Choose Template

Job Details > testing forms
Position Title: testing forms

Additional Information

Peackto Tem:ra:

JOBS

Add a Requisition
|_choose Tempiate | Requisition Forms

Step 3. Attach Forms to the Requisition

Forms have been pre-selected
Do Hot Make Changes. Click “Continue™ below to move 1o the next page

Form Pack
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Employment Application
Job Offer Form
Onboarding Package
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B Back to Settings @




Requisition-
Creating the RTF
5. Under Action, click Start

6. In Job Details, fill in the information that wasn’t pulled from
the job template.

Job Details | 2 Job Search Details | 3. Compensation and Funding

Testing- Mew Forms
Hourly

Position Title:
Position Category:
Position #:

Department: Human Resources

I:Jivisicn: Financial Services

of Months if not 12:

Fiscal Year (12 Months)
12.20

17953

I ength of Appointment:

Salary Band\Wage Band and Hourly Rate:
Ulob 1D:

Discipline codes (Faculty):

Position Type Ongoing -
Dynamic Group (If Applicable):

Fixed Length Start Date: ﬁTnday
FFixed Length End Date ﬂTnda\;
Supervisors Name:

Reason for Request: - Select - -

f this is a replacement please answer the following:

Reason for leaving: - Select - v

Date leaving/left: ,:n!Today

Person being replaceb

Save and Continue Save B Exit

7. Click Save and Continue



Requisition

. You will be directed to Job Search Details, the second part of the RTF.
In this section, please make sure to identify the Chair, Hiring Officer,
Support Staff and Search Committee Members by clicking & «

Job Search Details srerzors

Position Title: Testing- New Form

Paosition Management Number:

Home Campus:

Department: Human Resources Belding, John (john_beldin g@ ‘ edu)

Search Committee Chair: Young, John L& e ey Jkdd @, -

Hiring Officer: & e

2nd Search Committee Chair (If needed): & o

Support Staff: - - - - -

8o After clicking the icon, this screen will
Work Year: Fiscal Year (12 Morths appear. Begin typing the first name and
Search Committee Members: - -
- make your selection from the list. If you
“Background Provider: Vel do not see the person you are looking
Search Type: Jseeet for, call either John Young or Kelly
Please explain why a search waiver is necessary.
Hoovler.

External Genera I Recruitment

Affirmative Action Recruitment
Job ad for external sources (if applicable):

@ Save and Continue Save Exit

9. Click Save and Continue

10. In the Compensation & Funding section, please fill out the Hiring
Range, FTE Salary (if appllcable) and the Distribution. Make sure to
enter your name as the

“requisitioner” and date.

11. Click Save and Continue




Creating the RTF-
Adding Approvers

1. Once you have completed the third step of the RTF (Compensation &
Funding) and click Save & Continue, you will be directed to the

Approver screen.
Approvers . .
’ 2. If more than one approver will be in
s vl the approval chain, click Edit

Approvers.

12/

IBSave B ipprovals B Edit Approvers

o o :. 3. In this screen, you will select
. the titles of the additional
approvers from the “available”
vt ey list and move them to the

D

Manager of Compensation

s A “selected” box. Click Save

4. Click on the drop down box next to each title and select the

Approvers e Name

Title Name Approver: | Scheidt, David v

luman Resourees poprover [ v] Approver. | Ines, Caryn v
[Manager of Compensation Approver v

Approver: | Lawrence, Micole v
Director Appraver:

Approver: | Storman, Devon v
Dean Approver.
vice President Approver: Approver: |Y|:|L|ng. John v |

@ Edit Approvers

appropriate name. Click



Approving the RTF

1. The HRP will receive an
email stating that the
position needs approval.

2. Click on the Jobs tab

3. Click on Forms tab
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4. Click Approvals =
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-5, In this screen, you can

Frocesses

view the PDF by clicking
on View. Click either
Approve or Reject.*
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6. This screen will
record who approved or
rejected the RTF and
the date that it occurred.

IEXE3 THE UNIVERSITY OF

I"ﬂ MAINE

T chetsea tetchumpet

# Show all downidads.  *

ﬁ"‘m

m m T Conee T T

=lapproving.

*|f you are approvmg

mmmmmm

L mathew mcla.pdl "L chelsea ketchumpd! # Show all downicads,

ERIFIED CRE...PH T L james_michlichpd
AN ||

ﬁ‘m




