
Tools to assist in using TechJobs
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http://jobs.texastech.edu/hr


ü Prepare for system down time

ü Understand the purpose of the 
upgrade

ü Overview of new features and 
changes

üDemonstrate key processes
üCreate a job

üReview applications

üChange Applicant Statuses

üClose/Fill job

2



December 9 th

ÅPull any applications that you need

ÅAfter 12:00 p.m. (CST), no new jobs will be posted 

until Dec. 14 th

December 10 th

ÅSystem down

December 13 th

ÅScheduled go live



üEnhance user experience for 
hiring managers and applicants

üUpdate look and feel

üIncrease system functionality
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ü Keyword search

ü Bookmark jobs

ü E- mail job to a friend

ü Requisition summary view
ÅView questions and required documents prior to 

applying

ü Create documents within the system and 

immediately upload to application



Summary Page   (Home Page)
¶ Inbox  (Items that need your attention)

¶Watch List  (Quickly view pre - selected jobs)

¶ Multiple user groups with one log in  (Drop down menu to 

change Hiring Manager, Approver, etc.)

Supplemental Questions
¶Applicant assessment and evaluation tools

¶Responses displayed (Bar graph)

¶View applicants that responded a certain way to any 
question quickly

¶Search responses to include/exclude specific criteria



} Added spell check feature when

creating a posting

} Enhanced supplemental question

bank with assigned categories

} Ability to include guest user 

e- mail addresses



}Applicant workflow  - linear process 

}Detailed reason codes

}Applicants can only submit an application 
when applying to a specific position

}User groups

}Internet Browser Buttons

}Migration
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üAll jobs must be posted for 10 calendar days

üBasic and preferred qualifications
üMust correlate to the essential functions of the job

üShould be quantifiable

üSupplemental questions tie to basic and the 
preferred qualifications only

üAll offers are contingent upon successful 
completion of a background check
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USER ACCOUNT
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Set- up a Hiring Manager 
account to manage your 
open positions and post 
new positions . If you are    

a current user, your 
username  and password  

will still be valid.

Open a new window

üClick on Request an account
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üYour password 
must be at least
6 characters

üSelect your 
Campus/Unit

üSelect your 
department 

üSelect your 
Requested Group

üClick Save
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TechJobs will notify you 
that your request has 
been successfully 
submitted to HR for 
approval .

14



You will not be able
to login until HR has
verified and approved
your account .
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Upon approval, log in to your account 
using your username and password
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Your Home Page shows the action tabs, inbox, watch
list and the user group menu . The Action Tabs will
direct you to the desired area.

The Inbox will present your tasks within the site . Your
tasks include items that are specifically assigned to
you in their current state .

The Watch List allows you to follow the progress of
postings you have added .

From the drop down menu, toggle between multiple
User Groups . These items are always accessible from
the header area of each page .

Note : If you need immediate help at anytime during this
process click on the Help link .



From the home page, view
your System Alerts , items
that need attention in your
Inbox and items you have
added to your Watch List .
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Create a new job posting by either
hovering over the Postings tabs and
clicking on the Staff & Faculty link
(above ) or by clicking on the Create
New Staff & Faculty Posting shortcut
link (right ).

Clicking on the Create New Staff &
Faculty Posting shortcut link (above )
will take you directly to the ôWhat
would you like to use to create this
new postingõpop - up window .
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By clicking on Staff & Faculty link
(above ), you will then be able to
see and click on the Create New
Posting button (right ). By clicking
on this button, a new pop - up
window will appear .

21



Choose to create a posting from a
template or create a posting from a
previous posting .

** The shortcut link will bring you
directly to this pop - up window .
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üCreating a Posting from a Template

üSearch for the title you wish to create in the text
box (above )
üPerform an advanced search by clicking on More
Search Options
üSave your search preferences for future use
üFilter through the list of titles found in the Ad hoc
Search (below )
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After you find the position title you
are needing, hover over the action
drop - down box in the same row and
click on the Create From link .
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üDefault ( non - editable )

üSelect Department

üSelect Workflow

üClick Create New Posting

üPre- populated
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Once the posting has been created,
complete the posting information :
Extended Job Title, Last Incumbent,
Job Category, Position Number,
Major/Essential Functions, Preferred
Qualifications, etc . The new Check
Spelling function will allow you to
check for errors . Click Next to
continue .

Posting Details guide
and highlight where you
are in the process .
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üClick on Add a Question
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üFilter questions by Category
üSearch for questions by Keyword
üClick on the question to view the Possible Answers
üSelect the box( es) to Add
üClick Submit
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The system allows you to
add a new question by
clicking Add a new one .
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üThe name of the question and
the question you create must be
identical
üAssign a relevant Category
from the drop down menu
üSelect answers that are either 
Open Ended or Predefined
üOnce your question is ready
click on Submit

Open/Predefined Answered

Question Name

Select Category

Write Question
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üOrganize the questions
üAssign Points
üMark Disqualifiers

** The status of the question you
created is pending HRõsapproval .
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ü Ask only one question at a time
ü Less confusing to applicants

Carefully state the question:
1. Do you have a Bachelorõs Degree in a business-

related area?
OR

2. Do you have at least a minimum of a Bachelorõs 
Degree in a business - related area?

Question 1 would exclude a person with a MBA 
& a Bachelorõs in another area.
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Create a Guest User Account
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üUsername will be pre - populated

üPassword : a generic password is
pre - populated but you have the
option to change it

üEmail the Guest User Credentials
to multiple recipients

üClick on Update Password/Update
Guest User Recipient List to ensure
successful updates
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üOrganize the order of the
documents you want to
associate with your posting
üSelect which documents
to include
üSelect which documents
are required to be attached
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üScroll down to Review Summary
üReview Current Status
üSee how Posting looks to Applicant
üPrint Preview
üValidate posting
üEdit posting
üTake Action on Posting
üDepartment Approval
üDean/Next Level
üHR Review

)->   Required Information Complete

! ->  Missing Required Information
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üAdd comments for the next approver to see
üAdd the posting to your watch list
üSubmit to the next approver in workflow
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üView items that need your attention
from your inbox
üClick on job title to review Summary
üFrom the job summary page, you can
Take Action on Posting
üSubmit to next approver in workflow
üOnce approved by all workflow levels
and submitted to HR Review, it will be
reviewed, approved and published on the
applicantõswebsite

40



üTo view your Open Jobs click on
Postings and search through your
positions using the search functions
üView your Watch List (if you selected
to add your job to the watch list)

OR
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Review applications by clicking
on the Applicants tab .
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To review the new functions of the
supplemental questions enhanced reporting,
hover over the actions menu and click on
Review Supplemental Question Answers .
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üView applicant answers to each 

question via graph or select the link left of 

the graph

üSearch Answers

üExport answers to an Excel 

spreadsheet
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Click on a link to display 
applicant responses
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Search answers to include 
or exclude criteria



View applications by clicking the applicants
name or hovering over the Action drop down
menu and clicking View Application link .
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