Hiring Manager / Departmental Approver
USER’S guide to 
Creating & Submitting Position Descriptions
 For Classification
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University of California Office of the President

Classification/Applicant Tracking System (CATS)
http://jobs.ucop.edu/hr
Welcome to CATS! Human Resources has implemented this system in order to automate many of the paper-driven aspects of the classification and employment processes. This handout will assist with your understanding and use of this system as you prepare and submit position descriptions to Human Resources for classification review.
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CREATING & SUBMITTING POSITION DESCRIPTIONS

FOR CLASSIFICATION
Classification Actions

To begin a classification request, click Begin New Action listed under Job Descriptions in the side navigation bar. You can use CATS to request the following types of classification review:

· Establish a New Position – this action is to establish a brand new position (do not use this action to replace an existing incumbent).

· Update Position – this action is used to submit a request to update an existing incumbent’s position or to update an existing position which is being vacated and will undergo recruitment (including direct replacements). Note: In order to request an update action, you must already have an existing (approved) position description in the PD Library.

· Reclassify Position – this action is used to submit a request to reclassify an existing incumbent’s position or to reclassify an existing position which is being vacated and will undergo recruitment. Note:  In order to request a reclassification action, you must already have an existing (approved) position description in the PD Library.

· Enter Existing Job Description – this action is used to enter an existing classified job description into CATS for the first time. You will need to enter an existing job description for a position prior to submitting a Reclassification or Update request.



Establish a New Position Action

This handout will guide you through the process of establishing and submitting a new position description for classification review. The process for using the other actions is very similar. Click Establish a New Position.
Proposed Payroll Title Tab
After clicking Establish a New Position, you will see several light blue tabs across the top of the screen. The first tab is the Proposed Payroll Title tab. This tab allows you to request a specific payroll title for this position description. Select the position’s proposed Payroll Title from the dropdown choices. To narrow your search results, you have the option of also selecting your location (ANR/OP) from the drop-down choices. 
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Click Search. For most payroll titles, you will be returned with a list of choices that include covered/uncovered status and location/rate. Select the appropriate choice for your proposed payroll title and click Select and Continue.
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Copy Approved Position Tab
Once the payroll title is requested, click Continue to Next Page and you will move to the Copy Approved Position tab. 
If there is a similar position in your department that has already has been classified and approved in CATS, you may wish to copy that position description from the PD Library as a starting point for the position description you are currently creating. 
· Use the search criteria provided on this tab (Library Number, Employee First and Last Names, Working Title, or Payroll Title) to locate the position from which you would like to copy. Use as many or as few of these fields as you would like.
· Once you have clicked Search, you will move to a screen titled Choose Position to Clone and the position description will be listed below. 
· You can click View Summary to ensure that you’ve selected the correct position. 
· Otherwise, click Select and Continue and the information from the selected position description will populate. As you work your way through each of remaining tabs, you will be able to revise the fields as necessary to tailor the information to your new position.
If you are not copying another position description for this action, just click Continue to Next Page to move to the next tab.
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Once the payroll title is selected, and you have decided to copy or not copy, you will move to the Position Details tab. After you complete the fields, click Save and Stay on This Page, then Continue to Next Page to move to the Position Details tab.


Position Details Tab
A Position Description is Not Saved until you have completed the required fields and clicked Save and Stay on This Page at the bottom of the screen. If you log out or click a link on the left side before completing these steps, none of the information you have entered or edited will be saved.
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Once you have completed the fields on this screen, click Save and Stay on This Page, then Continue to Next Page, to move to the Position Details (Cont.) tab.
Position Details (Cont.) Tab

This tab includes fields related to Physical, Mental and Environmental Demands and Special Conditions of Employment as well as the Position Summary.
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Further down this tab, you will be asked to any identify Special Conditions of Employment associated with this position. Previously, you were only required to indicate whether or not a position should be designated as Critical. You now are able to specifically identify the type of critical functions being performed. Click the Background Check Procedures link for more information.
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Once you have completed the fields on this screen, click Save and Stay on This Page, then Continue to Next Page, to move to the Job Duties tab.

Job Duties Tab

This tab includes fields related to the job duties assigned to the position. To add duties to your position description, click on the Add New Entry button at the bottom of the screen. 

You will see a screen like the one below. For each entry, you will need to complete the function name, the percentage of time, a description of the duties, indicate whether the function is essential or non-essential, and the order of importance.
[image: image9.png]18 System - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

O~ © M B G| O forens @3- 2 @ - K

146783824676 v

ks | €] itpsfios.ucop.ecuserfiesfspisharec)framesetFrameset Jp?tin

B l=p
Office of the President o -
Ll S5
“ ik
CATS - Classification/Applicant Tracking System
JOB POSTINGS L
SEARCH HIRING DETALLS.
SEARCH POSTINGS
e To add a new entry, complete the following fields and then click Add Entry. If you do not wish to add a new entry at this time, click
SEARCH TITLE CODE cancel,
APPLICANTS
e * Recred nformation is dencted ith an astersk.
CONF NGR SEARCH —
users N
CREATE USER ACCOUNT Clck Here for more information
SEARCH UsERS D
208 DESERIEHONS) " (Do ok enter the percent
BEGINNEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH PD LIBRARY
ADMIN Duties
HomE "
CrRmrTmraED Clck Here For more information
CHANGE PASSWORD
CHANGE USER TYPE
Locour
Essential Duty
* © NoResponse O ves O o
Clck Here for more information
* Order o Inportance
AcdedEdted? ves v
S 2

€] pone S @ memet





After you enter information into the fields, click the Add New Entry button again. Your job duty will be laid out like this: 
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Add as many entries as needed. Once you have completed adding your duties, click Save and Stay on This Page, then Continue to Next Page, to move to the Job Requirements tab. 


Job Requirements Tab
This tab includes fields related to job requirements associated with the position. As with the previous tab, to add job requirements to your position description, click on the Add New Entry button. 
You will see a screen like the one below. For each entry, you will need to complete the job requirement, indicate whether the job requirement is required or preferred, and the display order of the job requirement. Click Add Entry and repeat the process, adding as many job requirements as needed.
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Once you have completed adding your job requirements, click Save and Stay on This Page, then Continue to Next Page, to move to the Significant Contacts tab.

Significant Contacts Tab
This tab includes fields related to significant contacts the position has. As with the previous tab, to add significant contacts to your position description, click on the Add New Entry button. 
You will see a screen like the one below. For each entry, you will need to complete the contact title/organization, the purpose of the contact, and the frequency of the contact. Click Add Entry and repeat the process, adding as many significant contacts as needed.
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Once you have completed adding the position’s significant contacts, click Save and Stay on This Page, then Continue to Next Page, to move to the Reason for Action/Questionnaire tab.

Reason for Action/Questionnaire Tab
This tab includes fields related to the reason the classification review is being requested, required questionnaires and other supplemental documentation, and approvals.
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Attach Supplemental Documents Tab
Additional documentation must be submitted as part of your classification request. This includes a memo describing your request, an organizational chart, all supplemental questionnaires required for your proposed payroll title, and any other supplemental documentation that may be helpful in supporting your request. You may attach a document by clicking the Attach link next to the specific type of document  

[image: image14.png]Fle Edt View Favortes

18 System - Microsoft Internet Explorer

Tools  Help

Ow O HBG Lo s @ 25 8 LE

ks | €] itpsfios.ucop.ecuserfiesfspisharec)framesetFrameset Jp?tin

152825225281 v
Office of the Preside -
A on/A =
JOB POSTINGS a
VIEW ACTIVE « Wekame Julie Moore. You are logged i ith Organizatonalfrea Vi
VIEW PENDING our Curtent Group: Departmental Approver. Thrsday, Jy 13, 2006
VIEW HISTORICAL
SEARCH HIRING DETALLS.
CREATE POSTING Create Establish a New Position
CREATE REQUISITION
0B DESCRIPTIONS
SEARCH ACTIONS
PENDING ACTIONS Formatted Job Description
SEARCH PD LIBRARY
ADMIN B B B
o Tl o Eolion TR R popmsea b St “SELE g pementa
Fawoll fooroved porgy B2l BB Roqurements Contacts ool
CHANGE DEFAULT VIEW Tite  Postion Cont.  Duties Questionnaires  Documents
CHANGE PASSWORD
CHANGE USER TYPE
oeour 7 Records
attach Memo ot Attached
attach Organizational Chart ot Attached
attach Questionnaire ot Attached |
attach Departmental Approvals ot Attached
attach Other Supplemental Iformation - ot Attached
attach Other Supplementl Information - 2 ot Attached
attach Other Supplementl Information - 3 ot Attached
&loone

S @ memet





Once you have selected the document type you wish to upload you will have a two options:

· You may browse for the file if you have it stored on your computer in one of the following formats: 

· Adobe Acrobat

· Microsoft Word
· Microsoft Excel 
· Microsoft Visio
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After you have attached all of your supplemental documents, click Save and Stay on This Page, and then Continue to Next Page.
Submitting the Position Description

You will see your Action Status box. Scroll down through the screen to review the information you entered for this position description. Note: You can also access this box at any point by clicking on the Preview Action button that is found on the bottom of every screen.
If you are a Hiring Manager/Designee you will see this Action Status box:
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If you are a Departmental Approver, you will see this Action Status box:
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The last step is to select one of the choices and click the Continue button either at the top or the bottom of this page. After selecting your choice, click Continue to go to the confirmation page.
Confirm your Submission
If you are a Hiring Manager/Designee you will see this confirmation box:
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When a Hiring Manager/Designee clicks Confirm, your position description will be submitted to your Departmental Approver for review and submission to Central Compensation. Your Departmental Approver will receive an email letting him/her know that you have submitted a position requiring review. 

If you are a Departmental Approver, you will see this confirmation box:
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When a Departmental Approver clicks Confirm, your position description will be submitted for classification review. 
Pending Actions

If you want to check the status of a position description, click Pending Actions listed under Job Descriptions. Classification Requests listed here include position descriptions you have started working on and saved, but have not submitted, position descriptions that have been submitted to a Departmental Approver for review, and position descriptions that have been submitted and are under review by Central Compensation. 
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The Departmental Approver and the Hiring Manager will receive a confirmation email once HR Compensation has classified your position description. At that point, you can create a posting from the approved position description, if you are going to conduct a recruitment.

Search PD Library

After you receive an email from Compensation confirming the classification of your position description, it will be saved in your Position Description Library. If you want to access your Position Description Library, click Search PD Library listed under Job Descriptions. 

Use the search criteria provided on this screen (Salary Grade, Library Number, Employee First and Last Names, Working Title, or Payroll Title) to locate the position from which you would like to copy. Use as many or as few of these fields as you would like. Click Search.
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You will move to a screen titled Approved Position Descriptions and the position description(s) will be listed. 
From your PD Library, you can view summary information about positions, print out formatted copies of position description for signature, and view the classification history of positions.
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Ready to get started? Click Start Action.














All CATS classification functions are listed under the Job Descriptions heading.





The tabs running across the top of each screen will guide you through your entry. The tab you are currently working will be highlighted in white. 





If you know the Payroll Title, find it in the drop-down list. But, if you are more familiar with the Title Code, use the Searchable Title Code field instead. 





Focus on the titles in the Location/Rate column designated with OP.





Remember: The only positions retrievable for copying are PDs that have been approved and entered into your PD Library.





Make sure that you select the same organizational area for the Authority and Approval and the Organizational Area fields.





Select any Hiring Managers who will need to have access to this position description during the classification process. Don’t forget to select yourself! You do not need to select Departmental Approvers or Compensation Analysts.





VERY IMPORTANT: When you finish entering all of the required fields, click Save and Stay on this Page. Your work will NOT be saved until you click this button. It is a good habit to save on every screen.





Note: The terms used to identify and measure the occurrence of Physical Activities have been scaled differently than on previous position descriptions.





Tip: If you are cutting and pasting information from an electronic document, note that bullets and other symbols may not format correctly in CATS.








The Order of Importance field allows you to designate the display order of the function. Typically, the most important function is listed first.








Tip: List all your Required Job Requirements as first entry and all your Preferred Job Requirements as the second entry.  This will save you on entry time.








Note: CATS tracks the total percentage you have assigned to a position. 





After you add an entry, you can View, Edit and Delete as necessary.





The Display Order field allows you to designate the display order of the job requirement. Typically, the academic and experience requirements are listed first.











NOTE:  For the ADA Statement, select UCOP/CEB Position (Not Applicable) unless your position is in ANR.





VERY IMPORTANT: This field provides you with a link to the questionnaire(s) required for the payroll title you proposed. Click on the link, download and save the document to your desktop, and fill out the questionnaire entirely. You will be asked to attach it on the Attach Supplemental Documents tab.





If you need help determining which functions assigned to this position warrant a critical designation, refer to the Background Check Procedures or contact a Compensation Analyst.





It is very easy to attach documents to a position description. First, click Attach. 





If you have reviewed the position description and are ready to submit it for classification, select Submit for Central Compensation Review.





Make the appropriate choice for your position, and click Select and Continue.





Fields with an Asterisk (*) are required, so if you do not fill out these fields, an error message will appear and you will be required to complete it before moving forward.








Make sure to attest that you will attach the required Questionnaire(s) and the Organizational Charts. Any submissions that do not include these attachments will be returned to you.





If this position description needs to be revised or edited, you can Return to Hiring Manager/Designee for further work.





Complete as instructed by your Departmental Approver. This field should be marked, “Yes, this request has received all departmental approvals.” before it is submitted to Compensation.








After you click Attach, click Browse to locate the document you would like to attach on your desktop. (It is just like adding an attachment to an email. Once you find the document, click it twice and then click the Attach button below.





If you do not have your document in one of the formats listed above or do not have your document saved on your computer, you may copy and paste and/or type text this box.





Don’t forget: Attaching a Questionnaire and a current Organizational Chart is required. Attaching a Memo and Departmental Approvals is optional. Feel free to attach any other information you think will be helpful.








If you would like to edit this position description or open up the tab view, click here.





If you have reviewed the position description and are ready to submit it for classification review, select Send to Departmental Approver for Review.





This Position Description has been submitted to Compensation by the Departmental Approver.





This Position Description has been submitted to the Departmental Approver by the Hiring Manager.





This Position Description has been started and saved, but not submitted.





To view the position description for a pending classification review, click View.





To view the classification history of a position, click View History.





To retrieve a formatted copy of a position description to print for signature, click Get Reports List. Then, click the Generate Report button.





If you would like to edit this position description or open up the tab view, click here.





Tip: At any point, you can click on the Formatted Job Description link to get a nicely formatted, printer-friendly copy of this position description.





Throughout the system, you will see “Click Here for more information.” These links provide you with a little extra info about particular fields.








If you have begun work on the position but are not ready to submit it for classification review, select Save Action Without Submitting. 





To view all of your pending classification requests, click Pending Actions.





To view all of your classified position descriptions, click Search PD Library.





Tip: Don’t forget that you can use one, two, or each of the search criteria provided! Or, if you want to see a list of all position descriptions in your library, just click the Search button.
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