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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. 

mailto:hrrecruit@mst.edu
mailto: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. PLEASE NOTE: You MUST have the signed HFA to attach to the 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/parttimeortempfaculty/
https://provost.mst.edu/resourcesandforms/hiring/parttimeortempfaculty/
https://provost.mst.edu/media/administrative/provost/Hiring%20Faculty%20Approval%20Form%20HFA%2011.24.2025%20.pdf#251124103141
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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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 

 

• 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 
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Add Rolla Recruit 
Team 

The hiring manager will be the person 
opening the position, typically an Admin 

Insert everyone who will be serving on the 
Search Committee 

Add interested parties such as Fiscal, 
Budget, and Lisa Alderson 
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Enter 

Department 

Name 

Select “Hiring Department” 

Select “Internal and External” 

Select “Job Description” 

Select “Internal and External” 

Enter the job description and duties in this box 

After “Rolla Recruit Team” has been added, make sure to select Felena Budnik as the Primary Recruiter. 
 

 
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 
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Select “Application Materials” 

Enter instructions for application materials 

Select “Internal and External” 

 

Box 4 
 

Box 3 

Enter the Minimum and Preferred Qualifications in this box 

Select “Qualifications” 

Select “Internal & External” 
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Select “Internal and External” 

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

Select “Application Deadline” 

 
 
 
 
 
 
 
 
 
 

 
This information will autofill 

once you select Rolla 

Click the magnifying 

glass and select 

Community Information 

Select “Community Information” 

Select “Internal & External” 

Box 5 
 

Box 6 
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Click on the magnifying glass 

and there will be 3 options. 

ROLLA – Academic Benefit 

Eligible – Yes 

ROLLA – Staff Benefit Eligible 

ROLLA – Benefit Eligible - No 

Box 7 
 

 
Next Steps: 

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

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. 



11  

Dispositioning Candidates 

Candidates should be dispositioned throughout the hiring process. By the time an offer has been 

accepted all other applicants should be dispositioned. NOTE: If there are still applicants in route or 

review status the recruit team will NOT complete a hire and close the requisition. 
 

 

 

 

Invite to Interview/Interview 
After applications have been reviewed, interviewers determine who to interview and the hiring manager 

or designated administrator updates the applicant dispositions to Invite to Interview. 

Interviews are conducted and interviewers select a final candidate. 
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Reference Checks 
Before an offer is made, reference checks must be completed. 

Process: 

1. Once you have selected a finalist(s) for your open position, send a request for reference checks 

to hrrecruit@mst.edu. You may use the following template for your request. 

 
Subject: Reference Check Request for (Applicant Name) on Job ID 12345, (position name) 

 
Please run a reference check on the above-mention finalist. Once we have the reference 

responses from recruiting, we will move forward with next steps. 

 
Thank you, 

 
2. The recruit team will collect professional references from the finalist(s) via an email link sent 

through SkillSurvey. For temporary and custodial positions, this process will be done manually 

by calling the candidate for references. 

 
3. SkillSurvey will email the references a standardized set of questions for completion. For the 

manual process, the recruit team will reach out to the references manually. 

 
4. Once a minimum of 3 responses are received, recruiting can share a report with you for 

consideration before extending an offer of employment. 

 
If your department would like to do phone references themselves, or you feel that the candidate will be 

unable to provide 5 references via SkillSurvey, you can coordinate that effort with your recruiter. 

mailto:hrrecruit@mst.edu
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Job Offers 

Creation 
Once you have selected the final candidate, reference checks have been completed, and you are ready 

for an offer to be extended, you will create the offer in eRecruit. Offers should only be extended to the 

candidate by the HR department, once the job offer has been fully approved through eRecruit. 

Communication between the department and candidate should cease until the official offer has been 

extended. This is to protect all parties from confusion and misinformation. 

Open your navigation bar > click navigator > recruiting > search job openings. Enter the job opening ID 

(this should be a five-digit number) and then search. Click the job opening title, highlighted in blue, and 

from there your applicants will be listed. 

Find the applicant, scroll 

to the right, click on the 

Other Actions drop down 

box, choose Recruiting 

Actions, and then Prepare 

Job Offer. 

 
 

 
Verify that the position number, offer date, and start date are all correct. This start date is contingent on 

all other processes being completed and may change once the official offer is accepted. 

Under Job Offer Components: choose base salary for the component, enter in the offer amount, and the 

frequency. Please note if you have any additional components, such as a moving allowance, select Add 

Offer Component and add information there. 

 

 

Add the following information into the Comments box: 

• Anticipated start date 

• MoCode(s) 

• FTE 

• Salary and benefits amount 

 

• Supervisor position number and name 

that the employee will report to 

• Campus address and phone number 

Once these steps are completed, scroll back up and Submit for Approval. 
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Next add the job offer approval chain. If you do not see the Approvals tab near the top of the screen, go 

back to the applicants screen, find your applicant, scroll over to Other Actions, and click on Recruiting 

Actions > Prepare Job Offer > Approvals tab. 

Before you approve, select green plus, between hiring manager and multiple approvers, to add the 

approval chain below. 

 

 
A pop up window will appear: 

Select the magnifying glass and the name should be typed 

as Last Name,First Name with no spaces example Miner,Joe 

or if you use the User ID it must be in all caps. Click search 

and then select the name. You will return to the original 

page. Make sure approver is selected and click Insert. This 

will add them to the approval chain. You must repeat this 

process for each member in the chain. The multiple 

approvers is the HR recruiter group and must be at the end 

of the chain. 

Once the offer is with Human Resources, they will be able 

to extend the offer to the candidate. 
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Approving 

Approvers will receive an email when the offer is ready for them to approve. They should review the 

information for accuracy and approve the offer if the information is acceptable. Once they approve, the 

next person in the chain will receive an email that the offer is ready for them to approve. 

As the last approvers in the chain, Human Resources will complete a compensation review. Hiring 

managers will be contacted about the proposed offer if additional information is needed. Once the 

review is completed and finalized, Human Resources will extend the offer to the candidate. 

Accepting 
After an offer is extended and the candidate accepts, an offer letter will be sent to the candidate and 

the job offer will be approved in eRecruit. It is not until a signed offer letter has been received that the 

candidate will be dispositioned to Accept status. 

Counteroffers 
If a candidate counters a job offer, Human Resources will notify the hiring department via email. If the 

department chooses to accept or counter the counteroffer, it will go through another compensation 

review by Human Resources. After the review, Human Resources adds the original approval chain back 

into eRecruit and notifies all approvers of the revised offer. 

Declined Offers/Repositing Positions 
If a candidate chooses to decline an offer, Human Resources will approve the job offer, disposition the 

candidate to Reject status, and notify the hiring department via email. If the department has a second 

applicant they would like to extend an offer to, they may do so by following the original job offer 

process. 

If the department chooses to repost the position, they will need to notify Human Resources for further 

instructions. 



 

Appendix 

Approval Chain 
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