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I. INTRODUCTION 

 
Welcome to the Eastern Kentucky University Online Employment System.  The Human 
Resources department has implemented this system in order to automate many of the paper-
driven aspects of the employment application process. 
 
You will use this system to: 

¶ Create and submit Postings to HR 

¶ View Applicants to your Postings 

¶ Notify HR of your decisions regarding the status of each applicant 
 
The system is designed to benefit you by facilitating: 

¶ Faster processing of employment information 

¶ Up-to-date access to information regarding all of your Postings 

¶ More detailed screening of Applicantsô qualifications ï before they reach the interview stage   
 
The HR department has provided these training materials to assist with your understanding and 
use of this system.   
 
 
Your Web Browser 
The Employment Application System is designed to run in a web browser over the Internet.  The 
system supports browser versions of Netscape 4.7 and above and Internet Explorer 4.0 and 
above.  However some of the older browser versions are less powerful than newer versions, so 
the appearance of certain screens and printed documents may be slightly askew. Please notify 
the system administrator of any significant issues that arise. 
 
The site also requires you to have Adobe Acrobat Reader installed.  This is a free download 
available at www.Adobe.com. 
 
It is recommended that you do not use your browser's "Back", "Forward" or "Refresh" buttons to 
navigate the site, or open a new browser window from your existing window. This may cause 
unexpected results, including loss of data or being logged out of the system. Please use the 
navigational buttons within the site. 
 
The site is best viewed in Internet Explorer 5.5 and above.  
 
 
Security of Applicant Data 
To ensure the security of the data provided by applicants, the system will automatically log 
you out after 60 minutes if it detects no activity.  However, anytime you leave your computer 
we strongly recommend that you save any work in progress and Logout of the system by clicking 
on the logout link located on the bottom left side of your screen. 
 

http://www.adobe.com/
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2. GETTING STARTED 

 
https://jobs.eku.edu/hr 
 
After entering the URL, the ñlogin screenò for the EKU Employment system will appear: 
 
  

 
 
 
Before you may enter the site, you must create your own account by clicking on the ñCreate User 
Account" link on the left side of the screen.  After you click this link, the following screen will 
appear: 
 
 

Click here to 

create a user 

account to 

access the 

system. 
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Enter a confidential user name and password, along with the rest of the requested information.   
 
Please write down your user name and password and keep in a secure place.  You will 
need them each time you log onto the system. If you forget your password, contact the 
Employment Office at 859-622-6834. 
 
After completing this form, click Continue, and you will be asked to review your information.  
After you have reviewed it, click Submit.  Your request will then be sent to the Human Resources 
Department, who will approve or deny your account.   
 

Once HR notifies you that your request has been accepted, you will then be able to log in to the 
system with your user name and password.   

 

For questions, contact Human Resources Employment, 622-6834. 
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3. NEW POSITION/RECLASSIFICATION 

If you are creating a new position or reclassifying an existing position, this process is still handled 
off line. The ñRequest for new position/reclassificationò form that needs to be completed can be 
found by visiting www.hr.eku.edu and clicking on ñFormsò and is listed under ñEmployment 
Formsò. Once the position is established or reclassified, you will be informed that you may post 
the position on the OES.  
For questions on the form or the process, contact HR Compensation at 622-8873. 
 

4. HIRING FREEZE 

The 90 Day Hiring Freeze is in place on all institutionally funded positions. The hiring freeze was 
created in an attempt for the Department to reevaluate the need and duties of the position that is 
being vacated. A position must be vacant at least 90 days after the last incumbent leaves. If you 
feel the vacancy would place a hardship on your department, you may request a waiver on the 
freeze. The waiver must be approved by the President and can be in email format.  
 

5. CREATING A REQUISITION 

When creating a requisition, there are two options: the first is to ñCreate Requisition from 
Previousò (1) this option allows you to create a requisition using the template from a former 
posting/requisition that is now at the status of filled or cancelled. The second option is to create a 
new Requisition, begin by clicking a link under the header ñCreate Requisition from Templateò 
(2). 
 

 
 

 

 
NOTE: A posting request must be submitted for all position vacancies, including faculty, staff, 
temporary, student, and graduate assistant positions. 
 
NOTE:  Certain employment processes are not incorporated into the OES and require paperwork 
for completion: 

To create a 

requisition, 

choose 

from these 

2 options. 

http://www.hr.eku.edu/
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Faculty:   Pre-Interview form 
  New Position Request form 
  PAF 
GA:  Nomination form to Graduate School 
Students: Student Employment Office to complete student employment paperwork 
Staff:  PAF 
 

 
 

 
TIP: If you do not see the template for the position you would like posted, please contact Human 
Resources Employment for assistance.  
 

 
 

Entering Requisition Information 
 

1) To ñCreate Requisition from Previous. Click ñCreate requisition from previousò and the 
following screen will appear : 
 

 
 

You can pull up a specific previous requisition by narrowing down your search 

fields by classification title, requisition number and/or position title. If you leave 

all search fields as they are and click ñsearchò, it will pull up all historical 

requisitions.  
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Once you click ñCreateò, the requisition details will appear, and eight tabs will be displayed across 
the top. At this time, you can review the details and make any necessary edits. On the requisition 
details tab, remember to change the posting and close date. Also, indicate if you would like an 
outside ad placed. It is best to verify information is still accurate on each of tab (with the exception 
of the advertising cost tab).  
 
Each tab will be described in detail on the following pages.  
 
 

Click ñCreateò under the position 

title you would like to use the 

template for. 
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2) To ñCreate Requisition from Templateò: In the ñPosition Typeò drop down box, leave 
the position type as ñAnyò. Under the ñClassification Titleò drop down box, highlight the 
position title you are advertising. Click Search to pull up the specific template.  

 

 
 

Leave this as 

ñAnyò 
Highlight specific position 

title you are hiring for 

When creating requisition 

from previous, the previous 

posting text entered will 

display. At this time you 

may make any necessary 

edits. 

For more information on these 

tabs, see below under ñcreating 

requisition from templateò 


