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Frequently Asked Questions 

Log in to hrprd.umsystem.edu. Open your navigation bar, click Navigator, select Recruiting and then Search Job Openings. 

Enter the job opening ID and change the status to blank by clicking on the drop-down box and clicking the blank space 

and then search. Click on the job title, highlighted in blue. You will automatically be directed to the Applicants screen. 

Click on the Details tab and then select Approvals. You will now be able to view the chain and see who it is pending with. 

How do I find a job opening? 

Log in to hrprd.umsystem.edu. Open your navigation bar by clicking on the diamond icon in the top right of your screen. 

Click the navigator icon, select Recruiting, and then Search Job Openings. Enter the job opening ID (this should be a five-

digit number starting with 3) and then search. Click on the job title, highlighted in blue. 

How can I check where a job offer is at in the approval chain? 

Log in to hrprd.umsystem.edu. Open your navigation bar, click Navigator, select Recruiting and then Search Job Openings. 

Enter the job opening ID and change the status to blank by clicking on the drop-down box and clicking the blank space 

and then search. Click on the job title, highlighted in blue. You will automatically be directed to the Applicants screen. 

Find the applicant that an offer was created for, scroll to the right, click Other Actions, select Recruiting and then Prepare 

Job Offer. Click on the Approvals tab to view the approval chain and who it is pending with.  If the offer has been 

approved by HR, you will need to click on comments to see the approval chain. 

What should I do if an applicant reaches out with questions after we have already offered the position to someone 

else? 

All communication should be directed to HR once interviews have concluded. For Academic communications please 

contact Felena Budnik.  For any Staff related communications please contact hrrecruit@mst.edu.  

Who should I contact for staff eRecruit questions? 

Inquiries should be directed our recruit team. For Academic communications please contact Felena Budnik.  For any Staff 

related communications please contact hrrecruit@mst.edu.  
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Prior to Creating a Job Opening 

Department Identifies New or Vacant Position 
• To request a new full-time Academic position number, visit here 

• To request a new temporary or part-time position number, visit here 

• Department obtains appropriate approvals and initiates opening in recruiting module. 

• ALL Academic openings must have a completed and signed HFA which can be found here 

Access to eRecruit 
• User will need to have appropriate access in hrprd.umsystem.edu to login and create the opening. 

• If a user does not have access yet, a PeopleSoft HR/Payroll Security Access Request/Change Form will need to be 

completed and emailed to hrs@mst.edu. 

• The form can be found at Peoplesoft Access Request 

Note: The turnaround time for setting up security access is typically a week. 

Creating a Job Opening 

In hrprd.umsystem.edu select the navigator in the top right corner  then select Menu > Recruiting > Create Job 

Opening. 

 

Primary Job Opening Information 

• Enter position number and tab to next box, information should auto populate 

• Enter 1011 (Rolla) into the Recruiting Location 

• Click Continue 

 

 

 

https://provost.mst.edu/resourcesandforms/hiring/
https://provost.mst.edu/resourcesandforms/hiring/parttimeortempfaculty/
https://provost.mst.edu/media/administrative/provost/documents/resourcesandforms/hiring/faculty-ranked/Hiring%20Faculty%20Approval%20Form%20(HFA).pdf#220210012803
mailto:hrs@mst.edu
https://hr.mst.edu/media/administrative/hr/peoplesoftaccessrequestforms/PeopleSoft%20Security%20Access%20Form.pdf
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Complete the Job Information Tab 

• All fields marked with an asterisk (*) are required fields and include the following:  

• Openings to Fill – Select Limited Number of Openings then enter the number of openings for the JOID (Target 

Openings and Available Openings should match. 

• Status Date 

• Type of Position (New or Replacement) – if it’s a replacement, please enter the replacement’s EMPLid in the box 

marked “Employees Being Replaced” 

• Job Posting Justification (see chart) 

ACAD – Exception (Post 

Doc/Intern) 

Academic Abridged hire - Post Doc/Intern/ 

Resident hires 

ACAD – Internal Search Academic - Internal Search Only 

ACAD - Partner 

Accommodation 

Academic Abridged hire – Partner hire of new 

faculty 
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• Funding Source – 100% Grant, Gift or Ext Funded or Operational/Auxiliary Funded 

• Location (where will their physical office be located) 

• Click “Save as Draft” at the bottom of the page 

Next, you will complete the “Hiring Team” tab 

• Recruiters – Click Add Recruiter team and select “ROLLA Recruiting Team,” then select Felena Budnik as primary 

recruiter 

• Hiring Managers – The admin for the department should be listed as the “Hiring Manager” in eRecruit 

• Interviewers – Please list anyone who will be serving on the Search Committee 

• Interested Parties – You will add your budget and fiscal person as well as anyone else that might need access to 

the position 

ACAD – Promotion 

Academic Abridged hire – Promotion to new 

title/rank 

ACAD – Hire of New Faculty 

Academic Abridged hire - Faculty hire tied to 

another faculty hire 

ACAD – Emergency Academic Abridged hire – Emergency hire 

ACAD – Temporary 

Academic Abridged hire – Temporary hire (non- 

renewable) 

Direct Promotion Promotion of an internal department employee 

Exception/Waiver 

Exception to the standard full search posting 

process 

Internal Only Posting for Internal applicants only 
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After “Rolla Recruit Team” has been added, make sure to select Felena Budnik as the Primary Recruiter. 
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Next step is to complete the job posting. 

Make sure to add department and position number to the posting title. 

 

Job Posting 

Box 1 

 

Box 2 

 

 

Select “Hiring Department” 

Select “Internal and External” 

Enter 

Department 

Name 

Enter the job description and duties in this box 

Select “Job Description” 

Select “Internal and External” 
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Box 3

 

Box 4 

 

 

 

 

 

Select “Qualifications” 

Enter the Minimum and Preferred Qualifications in this box 

Select “Application Materials” 

Select “Internal and External” 

Enter instructions for application materials 

Select “Internal & External” 
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Box 5 

 

Box 6 

     

 

 

 

 

Select “Internal and External” 

Click the magnifying 

glass and select 

Community Information 

for Rolla 

This information will autofill 

once you select Rolla  

Insert Application Deadline here, or enter “Open Until Filled.” 

Select “Application Deadline” 

Select “Community Information” 

 Select “Internal & External” 
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Box 7 

 

 

Next, click on the “Screening” tab 

• Enter Highest Education level required 

• Scroll to the bottom of the page and click “Save as Draft” 

•  

 

Next Steps:  

• Save posting as draft, then click on “Save and Submit” 

 

 

 

 

 

Click on the magnifying glass 

and there will be 3 options.  

ROLLA – Academic Benefit 

Eligible – Yes 

ROLLA – Staff Benefit Eligible 

ROLLA – Benefit Eligible - No 
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Once you submit, you will see the following page: 

• Click on the “Activity & Attachments tab and add the HFA as an attachment 

 

 

 

Click Save at the bottom of EACH page. 
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Once you have added the HFA, you will need to add the approval chain: 

 

 

 

• Once all parties have been added to the approval chain, click submit. 

• The JOID will be routed to each person in the approval chain in the order they were put into the chain. 

• Once the approval chain is back with HR, we will look at the posting and double check for accuracy. 

• Once the position has been posted, HR will send an email to Admin. 

 

 


