
Creating a Posting – Initiator and/or Manager/Chair 

Home screen –refer to the ‘Home’ tab to regularly review your inbox/watchlist 

 

 

 

Step 1: Click on Postings tab and select position type 

 

Step 2: Click orange button to Create New Posting 

 

 

 

 

 

Inbox – shows tasks assigned to you  
(4 in this inbox) 

Watchlist – shows the current state of your posting 

Change to initiator or 
Manager/chair role 



Step 3: From the pop-up menu, choose “Create from Position Type” 

 

 

Step 4: Enter position title and indicate full or part-time status 

 

 

  

Select appropriate 
school/program area 
from drop down 
menu if applicable. If 
you don’t see the 
selection you need, 
please contact HR. 

Indicate in this field if internal 
competition only 



Step 5: This section (applicant workflow/references) defaults and no input is required – The defaults are set for current 
best practice by HR 

 

 

 

 

 

 

Once finished click orange 
button to Create New Posting 

This should be checked 

 



Step 6: Fill out position details for the posting as shown below. Contact HR if you need assistance or posting examples. 

 

 

Fill out position ID if known or contact HR Specialist to provide.  

Add appropriate 
information 

Complete all additional fields for Posting Information section 



 

This is a dropbox, start typing name to see 
options. Select who your alias would be if 
applicable (ie. in-scope supervisor) 



 

Step 7: Click the orange Next button to progress through the menu below: 

 

 

Do not amend the 
Pass/Fail Messages. 
These default in. 

Click on Add Budget Summary 
Entry and complete 

If funded by multiple budget 
click on Add Budget Summary 
as needed 

ie. Financial Services 



 

 

 

 

No less than 3 

No more than 5 

Leave blank 

Do not fill in – standard 
template email is sent 
automatically  

Do not fill in – standard 
template email is sent 
automatically  

 

Supplemental questions are pre-screening questions that the 
applicant must answer when applying for the position. 

Can be omitted, selected from a drop down list, or new 
questions can be added. 

For example: for an internal competition, the question “are 
you currently a Lethbridge College employee?” can be added 
to screen out external applicants. 

Please read the instructions on the screen for additional 
information. 



 

 

Choose documents for submission. If document is “required” 
the applicant will NOT be able to continue in the application 
process until ALL required documents are attached. Should 
you need to add a document type, please contact HR.  

Always select ‘letter of recommendation’ as optional. 

Do not use 



 

 

This is only required if you have an external stakeholder as 
part of the selection committee. 

This form will allow your search committee members to your 
access your posting and applicants. Only search using existing 
search criteria section. Do not use new account creation 
section. 



 

 

 

 

 

Step 8: Review Summary and choose appropriate action on “Take Action on Posting” button. This will forward posting to 
next level and add to your watchlist on your Home screen. Pop up window will allow comments as shown below. 

 

Do not use. 

The landing page is instructions to follow to add a criterion.  Evaluative 
criteria are interview questions you will use to evaluate your shortlisted 
applicants. Click “Add a criterion” to see the following screen. 

Choose applicable category 

Click to 
add 
existing 
question 
or click 
“add new 
one” 

Choose interview state 

Click submit button 
for each added 
question  



 

 

Review Posting – Manager/Chair (posting created by Initiator) 

Step 1 – review inbox for items requiring your action. Click on posting link. 

 

Step 2 – Edit posting if needed. Take Action on Posting to move to next level. 



 

HR will review, add any additional information and/or comments, and forward posting to appropriate Business Analyst 
for review. 

Not applicable at this stage of process 

Tracks all activity on this posting 


