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Note:  If you are making changes to a FILLED position, you MUST obtain a NEW position 
number in order to continue, if you are creating the position description for a recruitment. 

 
 

Continue completing position description: 

1. If the Position Number does not appear immediately, a screen 
will appear.  You can search by Title or Number.  Once you find 
what you are looking for, click Okay.   

 

2. The Position Title* will appear in the field. 
 

3. Co 
    

or 

 

  

Okay.  

T

Number



    

  User Guide 

 
V.5 



    

  User Guide 



    

  User Guide 

 
V.5 June 24, 2019   



    

  User Guide 

 
V.5 June 24, 2019  P a g e | 9 

 

 
21. The Position or Job announcement 
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