DART — Creating an Employee Requisition

To begin the hiring process for a Civil a T w
Service employee, click the @ : ,‘,’J

Employee Requisition link on the
Admin Transactions tab.

LELGRIENEETS T Cl . Announcements | Banner Resources | Policies/Labor |, Separation

nemrormaTion - Administrative Transactions

Employment

Center This section includes links to the online administrative transactions in DART. The transactions with an
Laber asterisk () will appear in the old look.

Policies

Academic/Staff Weekly Salary Calculator - used to determine a salaried employee's weekly salary to

APPLICATIONS werify compliance for exernpt status under FLSA,
AVSL
Create HH/ Create New Hire/Change Employee Group Logon - allows you to create a new hire logon. User must
Change Empl have Banner subritter or approver level access. Wiew the i-card Program Office memo for important
Group Logon information about the DART process and obtaining an i-card

Dept Profil ) ) - ; )
CLAEbIlS Departrnent Profile - this section pravides information about your departrnent to prospective candidates,

ER Card such as department or college purpose, and types of positions that exist within your unit. User must

Jab Postings have Banner submitter or approver level access to create, edit, or view profiles

— Employee Requisition fithis form is used to begin the hiring process for Civil Service staff.

Pay

Calculator Job Postings - allows you to create, edit, or delete Academic Professional job postings. User must have

PAPE Banner submitter or approver level access

Reclass

5 Motification of Appointroent (MOA) - allows you to view an NOA. User must have Banner submitter level
Retrieve CS .
access or above for the employee'’s home department and employee group -
. . v

You submit an femploye;e requ!gltlon DART Homes
to create the Civil Service position for
your department. wmrormation - Employee Requisition - Civil Service Staff

Employment

Center The following pages will assist you in completing the Employee Requisition form

Labor

e, The Employee Reguisition form is used to begin the hiring process for civil service staff It should be
For Campus_specific requisition APPLICATIONS completed as soon as you determine the need to hire
proceSSIng |nf0rmat|0n, CI|Ck the ||nk AVSL On the following pages you will be given the oppartunity to provide information necessary to complete
f Create NH/ and electronically submit the request. Your reguest will be electronically delivered to the Human

or yOUf CampUS- Change Empl Resources Office for processing.

Group Logon

i i i A current position description for the position must be sttached to the reguisition. Acceptable formats
Otherwise, click the Continue button | pemewme % *yert resion fectrmibn or the poeton ¢

to begin the requisition process. ER.Card
Job Postings Flease select a campus below to view Employee Regquistion processing information. Press continue to
HoA guistion farm
= * Chicagn Campus
e « Springfield Campus
PAPE « Urhana Campus
Reclass
Retrieve CS
Resume
Search
Appl it —
Database Continue

Search HH v
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Enter the Campus and o
Organization Code of the @ ; e
department for which you are
requisitioning the position.

@

Admin Transactions ; Announcements ; Banner Resources | PoliciesiLabor ; Separation

Select the HR campus where the

position will be located mmrormanion - Employee Requisition Login Page

Employment
Center Please enter the carmpus and organization codes for which you are requesting the position. You will

Click the Continue button. e also need to select the HR campus for the position.
Policies
APPLICATIONS

Mext, click on the Centinue button found at the bottamn of the page. You may exit out of the Employes
Requisition application at any time by clicking on the Exit button

AVSL
Create NH/
Change Empl
Group Logon

Dept Profile

Employee Requisition Login

ER Card Campus - Organization Code:

Job Postings

oA Select the HR campus: Select One %

Pay

Calculator

PAPE - — S —

=

Retrieve CS ha

When the Employee Requisition form
) (0)
appears, you can view instructions @ = ~

Home Index

for completing the form. Click the
Show Instructions link to display a
brief explanation of the form.

Banner Resources Policies/Labor

LETLGRIETEETCILIEN - Announcements Separation |/ Training

Show Instructions

HR INFORMATICH

Employment -
[ e PEp e ey

Labor 9 - 904000 Assoc VP Human Resources

Policies
APPLICATIONS

*Basitipn, Type:

) (0)

Banner Resources

From this view, you can:

Policies/Labor

Admin Transactions TLUNMTTE R G

e Click the Hide Instructions link
to hide the display.

e Click the Instructions link to
R B . Employment Wwhat You Need To Know
view a more detailed explanation | center

HRINFORMATION  [fde Instructions I

Enter informatian into the form by clicking in the box and typing dats or by selecting

H Labor the appropriate button or box, All questions denoted with a * mest be completed
of the fields on the Employee oo Rt ot (et o B e
olicies
RGQUISIIIOH Form . APPLICATIONS After clicking the Submit button to complete the processing of your form, you must
wait for a confirmation screen to appear. (This may take 10-20 seconds.] Closing your
. . . AVSL web browser or clicking on the Exit button before the confirmation screen appears will
o Click the Classification o concel the processing of your form.
ifi i i i Change Empl

Specifications link to view a e |- oo o s . o s e, 0 e i

.. .. .. Lroup Logon the Ernploy e\ pplication at any time by dicking an the exit button.

listing of descriptions of Civil e

. H H If you are unsure of the exact Civil Service title, the list of all clas ble
Service ]ObS available. ER Card te University Civil Service Systern is susilable on t
Job Posti Specifications flage in NESSIE (this will open another browser),
.
b CIICk the Req U|S|t|0n Form Ilnk HoA Mote: When creating new Civil Service positions orgEEE——g — i
Sarsica pasitianc, Unite are raquirad to camplets § Aequieiton Form in
to download the form needed for Pay addition ta the snlina Employmant Requisiian sp = b
. .. . Calculator forrn, and fax or ernail it to the Campus HR Offica.
creating a new Civil Service PAPE
position of updating an existing Reclass
s Retrieve CS College/Department Information
position. .
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Complete the required fields, marked o ®
with an asterisk (*) @ “‘) o
- )] : HINT: Wh||e some f|e|ds are LT RIEL BTG Bl Announcements | Banner Resources 4/ PoliciesiLabor | Separation 4 Training
f{?\ optional on this page, the
l more information you enter
provides a more complete HRINFORMATION ~ Show Instuctions
requisition. Employment CollegefDepartment Information
— — - S T . T Ny T
° POSItIon Type - Indlcate If the e L) —Enlunnn Assoc VP Human Resources
position is new or a replacement. | Beties
H SERLER O *Pozition Type: @ Mew Position
If it is a replacement, enter the AvsL
. — O Replacement for Position Numnber
Position Number from Banner. Create Uy .
Change Empl Farmer Incumbent's Mame:
e Present Classification — current | SeunLogon . e . » e
. . Dept Profile *Please enter the information for the Present and /or Proposed tlassification fields:
tltle Of the pOSItlon- ER Card Present Classification: Accountant [I1
° Present ClaSSification COde _ Job Postings Present Classification Code: 001z
g HoA Proposed Classification: Accountant IV
current position class code.
Pay Proposed Classification Code: 0023
[ PI"OpOSGd ClaSSification — nhew s:l::mo' FOAPL: 12345 (6789012345 |[67890| 12345
title of the position, if applicable. Reclass A ppelNEma e © permanent
e . ] T e—
Ret cs
. Proposed”CIassmcatlon Qode famene s O soprentice/Trainae
— new position class code, if Search @) e rnetl(2anner Harnber )
applicab|e_ 3‘;‘;‘)%: *fppointment Percentage: 100 | % time for |12 | ronths per year
. earch *wark Schedule (hours & days): -F, 8:30-5:
e FOAPL —Banner FOAPL string | e R B
fOI’ the JOb Separation Security Sensitiva? O ves @ Mo
. . . Training e atient Care? s -
e Appointment Type — indicate Comse e ; 8 B g "
. . A Does this position raquire drug scraening? as o
the type of appointment the job Fostie ranal Qustficstons (ndsing desbe chorasarsict spesl auafsons)
will have. e Ability to lift 50 bs,
. HR Forms
L] AppOIntmeﬂt Percentage - Human Purchasing Authority: O ves @ no
percentage of the appointment "’:‘"““5 O T Ove: ®ne
and the number of months per ] *would you liks to intarview transfars if availabla? () vas () Ho

year for the appointment. For
example, a full-time, 9-month

position would be 100% for 9 o

months per year. others.
e Work Schedule — hours and .

days per week the position

works.

e Security Sensitive? — indicate if
the position requires security
clearances.

e Direct Patient Care? — indicate
if the position requires contact
with patients.

e Require drug screening? —
indicate if the position requires a
drug test before hiring.

e Special Qualifications —
description of any qualifications
you seek in an applicant.

e Purchasing Authority — indicate

if the position has purchasing
abilities.

Supervisor Responsibility — indicate if the position supervises

Interview transfers? — indicate if you would like to interview
transfers from other Civil Service positions for this position.
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e Applicants report to — name of
the person in charge of the
position.

e Office Address — campus
address of the above person.

e Mail Code — campus mail code
of the above person.

e Office Phone — campus phone
number of the above person.

e Email Address — campus email
address of the above person.

e Use the same information for
sending paperwork? — indicate
if the same person that the
applicants report to is the same
one to receive paperwork about
the position. If you select Yes,
the address fields disappear. If
you select No, enter the contact
information for the person
receiving paperwork.

e Use the same information to
contact with questions? —
indicate if the same person that

the applicants send paperwork to

is the same one to answer
guestions about the position. If
you select Yes, the address
fields disappear. If you select

No, enter the contact information

for the person answering
guestions.

e Comments — any additional
information needed for
processing the requisition.

e File containing Position
Description — click the Browse
button to attach the file
containing the position
description.

e Document Type — select the

type of file attached for the
position description.

[y

Urbana
HESSIE
EEQ
Leave DART

*applicants report to:
*Office Address:
*Mail Code:

*0ffice Phone:

*Email Address:

*Sand paperwork to;
*Office Address:
*Mail Code:

*0Office Phone:

*Email Address:

*For questions, please contact:
*0Office Phone:

*Email Address:

Comments:

*File containing Position Description:

*Document type:

o P N o P e e e e Ao = A P

*Use the same information as above (Applicants report to) for sending paperwork?

*Use the same information as above (Send paperwork to) for who to contact with questions?®

Wicki Smith

123 Test, Urbana, IL 61520
123

244-5555

usmith@uillinois. edu

O ves @ we

Jane Doe

123 Test, Urbana, IL 61520
123

244-5566

jdoe@uillinois. edu

O ves @ we

CiiJobDescription.t] |
Press the Browse bution T Terect file. Do not type in
document rame

Plain Text hd
(Default docurnent type is Microsaft word)
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e Employee Requisition
Destination — indicate where
you want to forward the
requisition. You can forward it to
someone for review or send it
directly to the HR office.

Click the Submit button.

A dialog box appears to confirm your
requisition.

Click the OK button to continue.

Click the Cancel button to return to
the requisition form.

You may send this Employes Reguistion farm to semeone else far review or you may forvard directly to
the Human Resources office,

Forward to Reviewer:

A reviewer can view and edit the form and the position descripkion, A reviewer can also forvard the
requistion to another person or to Human Resources.

1,
2z

3.
4.

Forward to Human Resources:

1
2.
2

& Forward for Review | jsmith1@uillinais, edu
O Send to HR

Employee Requistion Initiator's Instructions

Select the radio button "Forward for Review.”

Type in the box beside the button the complete email address of the person you are sending
the Employee Requisition to.

Press the Submit button to send.

Wi ait for the confirmation screen to appear, When the screen appears, an email message will ba
sent to the reviewer you have designated and also to you. The message will contain the URL or
web address the reviewer needs to Use to retrizve the Employes Requisition.

Select the radio button "Send to HR."

Prass the Submit button to send.

Wi ait for the confirmation screen to appear, When the screen appears, an email message
containing the Employes Requisition information will be sent to the appropriate HR office.

‘Employee Requistion Destination

Microsoft Internet Explorer.

Make sure you wait for the confirmation screen to appear. This may take 10 - 20 seconds, Press the OK button to
continue, The Cancel button will stop the submission process,

Ok ] [ Cancel
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A confirmation page, similar to the
one on the right, appears after you
submit the requisition.

If you indicated that you wanted to
forward this requisition for review, an
email is sent to the person
designated as the reviewer.

If you indicated that you wanted to
send this requisition directly to HR,
an email is sent to the appropriate
HR office for processing.

Click the Exit button to exit the
application.

ar
@ o
Home Index

LELLRIETEETSIEIEI . Announcements | Banner Resources |/ Policies/Labor |, Separation ' Training

HR INFORMATIOH

College/Department Information

Employment tode Name
Center 9 - 904000 Assoc ¥P Human Resources
Labor
Policies *Pasition Type: New Position
APPLICATIONS Former Incumbent's Name:
AVSL
Create HH/ *Please enter the information for the Present and /or Proposed Classification fields:
Change Empl Present Classification: Accountant ITT

Group Logon
Dept Profile

Prezent Classification Code: 0012

Prapased Classification: Accountant IV

ER Card Proposed Classification Code: 0023
Job Postings FOAPL: 12345 67290 12345 67890 12345
*appointment Type: Permanent

HOA

*Appointment Percentage:

*Wwork Schedule (hours & days):

100 % time for 12 months par yaar,
M-F, $:30-5:00
Is this position

Security Sensitive? No
Direct Patient Care? No
Does this position require drug screening? Yes

Special Qualifications (including desirable characteristics/special qualifications):
Ability to lift 50 Ibs.

Purchasing Authority: No
Supetvisory Responsibility: No
Search HH *would you like to interview transfers if available?  Yes
Status #ppplicants repart ta vicki Smith
Separation *Office Address: 123 Test, Urbana, IL 61820
Teaini *Mail Codet 123
yﬂ *Office Phane: 244-5555
Po;'t'_se *Ernail Addrass: vsmith@uillinois.edu
costings *Use the same infarmation as above (Applicants repart to] to populate the fizlds belaw for sending
paperwork?
Contacts v
HRE *Use the same information as above (Send paperwork to) to populate the fields below for who to
b contact with questions?
Human ¥
Resources
*File containing Position Description: Dart/ercard /attachments /Job Description txt
Chicago
Springfield I - EXlt
Urbana

Reviewing an Employee Requisition

If you indicated that you wanted to ‘Employee Requistion Destination

forward this requisition for review, an

email is sent to the person © rorward for Review [jsmithi@uilingis.eda |

designated as the reviewer. TSR
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The reviewer receives an email
similar to the one on the right.

The reviewer has 10 days to click the
web link provided in the email and
review the requisition. After
reviewing the requisition, the
reviewer can select to send the
requisition to HR for processing.

B DART: Employee Requisition - Accountant Il - Message (HTML)

P File Edit Yew Insert Format  Tools  Actions  Help

} CuReply | (=EReply to All | (53 Forward | B | G4 | ¥ (S 3 X | 4 - @ -A°|L£},ll

- -lAJB LU= =1

From: —— - Sent:  Wed 10/26/2005 4:54 PM
Toi Fo'sl:  faw
Ce:

Subject: DART: Employee Requisition - Accountant IIT

~
A Employee Requistion has been submitted to you for your review.
Once initiated, this Employee Requisition will be availsble for only 10 days.
Use the following web address to retrieve the Employee Requisition for review, Some email programs will allaw you to click
on the address and automatically retrieve the Employes Regquisition. If your email program does not have this feature then
vou will need to masnually type the web address into your web browser to access the Employee Requisition. Plzase note that
the Employee Requisition web address does not contain spaces,
hitps i#/hrnetptest uihr. uillinois. edu/dart-cf/ admin/ER.C ardf erview. cfm?
CARD=earcard.3304000. uiuc. therber. 1130342007/ formURL=0ct% 2026 %202 005% 204 530K
HERREAERNORR DR RO OR IR R DD
#
# Employee Requisition initisted by:
#
# Anthany 5
“
# Office Of Hurnan Resa
# 616 E Green 5t
# UIUC Campus Mail IL, M/C 268
“
# (217) 2656368
#
# Email - rber@uivc.edu
#
I L L L e L L T e e v
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