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 Submitting a Recruitment Request through OnBase  
 
Information Needed to submit a recruitment request: 

• Position Number  
• Job Description  
• Position Information/Posting Information 
• Supporting Financial Documentation (career positions only)   
• Chart of Accounts (COA) for Background Check & Position Fund  
• Hiring Manager/Position Supervisor, Division Partner 

 
Expected routing: 

1. Requestor 
• Initiates the request via OnBase. 
• Can be any individual with access to the system.  

2. Supervisor  
• Manually selected by the requestor. 
• Responsibilities 

o Review the submitted information.  
o Make necessary edits (note: cannot return the request).  

3. Division Partner  
• Selected from a predefined list. 
• Can return or make edits directly 
• Must certify funding 
• Must attach supporting Financial Documentation (Career appointments only) 

4. Budget & Financial Planning 
• Required step for career positions only.  

5. HR Talent Acquisition 
• Final step in the routing process.  
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Steps to Submitting a Recruitment Request 
 
Recruitment request form: https://dbsforms.ucmerced.edu/forms/hr-recruitment-request 
 

1. Enter the Position Number(s). 
a. This will auto fill the Payroll Title and Title Code.  

 
2. Select the Type of Appointment. 

a. If Career/PerDiem/Partial Year, no additional information is needed regarding 
the appointment type.  

b. If Contract, enter contract duration. 

 
c. If Limited, enter expected duration, business need for the position, and if you’re 

requesting an exception to the 1,000-hour rule. 
i. If an exception is requested, enter the Justification.  
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3. Select if position is Full-time or Part-time.  
a. If Part-time, enter % Time.  

 
4. Enter Work Modality. 

a. If Hybrid, enter expected number of days in office.  

 
b. If Remote, enter business need for remote work.  

                    
5. Enter Working Title. 
6. Drop down to select Bargaining Unit. 
7. Enter Supervisor’s UCMNet ID and click search.  

a. Supervisor’s information will auto populate.  
Note: Exact UCMNet ID is needed. Cannot search by name. 
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8. Select if the position is New or a Backfill. 
a. If the position is a Backfill, select previous type of appointment.  

9. Select if a Background Check is required. 
a. If selected Yes, enter COA. 

10. Select if this position is a Mandatory Report.  

 
11. Attach the Job Description.  
12. Optional: Attach supporting financial documentation. 

(https://finance.ucmerced.edu/operating-budget/workforce-budget-management) 
a. If not attached, Division Partner will be required to attach the document at their 

step.  

                  
13. Drop down to select the Posting Duration.  
14. Select if a Search Firm will be used.  
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15. Enter Compensation approved Hiring Range and Budgeted Salary Range.  
a. The value must be numeric. Do not include commas. 

16. Select if the position is Split Funded. 
a. If No, enter Position Fund COA 
b. If Yes, click Add to enter multiple Position Fund COAs 

 

                    
 
 

17. Enter the Hiring Manager, Administrator Support, and Committee Chair. 
a. Enter their UCMNetID and click search to auto populate their information.  

                   Note: Exact UCMNet ID is needed. Cannot search by name. 
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18. Check box for Advertisements.  
a. If selected, enter Ad Types and Item Details (ex: websites) 
b. Enter the Contact’s UCMNet ID that is responsible for providing the PO. 

 

 
19. Enter additional comments or special instructions.  

a. EX: “The department is requesting an internal recruitment.” 

 
20. Use the Drop down to select the VC/Division Partner. 

               
21. Click “Submit”  

a. You will receive an email from ucmjobs confirming that your request has been 
submitted.  
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Supervisor Approval 

1. Supervisor/Hiring Manager will receive an email with the link to review the recruitment 
request and make any edits if needed. 

a. Click “Save” at the bottom of the page, then click “Approve” at the top of the 
page.  

 
 
Division Partner Approval 

1. Division Partner will receive an email with the link to review the recruitment request 
and make any edits if needed. 

2. The Division Partner will be required to attach supporting financial documentation if it 
has not already been attached by the requestor. For reference on required documents, 
please refer to the “OnBase Requests” section 
at:https://finance.ucmerced.edu/operating-budget/workforce-budget-management)  

NOTE: If the requestor attaches the supporting financial document, it can be found in 
Section 1 of the recruitment request, located beneath the job description. 
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NOTE: If the requestor does not attach the supporting financial document, the Division 
Partner will be required to attach in Section 7 of form.  

 
 

3. Once the Division Partner has confirmed that the required financial supporting 
documentation is attached, they should select the “VC/Position Partner Certfication” 
checkbox, click “Save” at the bottom of the page, and then click “Approve” at the top of 
the page. 

 
B&FP Approval (career appointments only) 

1. Budget office will receive an email with the link to review the recruitment request and 
attached supporting financial documentation.  

NOTE: Supporting financial documentation can be found in Section 7 if uploaded by the 
Division Partner, or in Section 1 (under the job description) if provided by the Requestor. 
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2. Budget office will review the supporting financial documentation, select the “B&FP 
Certfication” checkbox, click “Save” at the bottom of the page, and then click “Approve” 
at the top of the page. 

a. Budget office can “Reject to Supervisor for Resubmission” if attached financial 
documents need correction.  

 
 
HR Talent Aqcuisition  

1. UCMjobs will receive the approved Recruitment Request and will assign to Recruiter for 
posting.  
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Email Notifications  

 
Recruitment Request Submission Confirmation Email 

 
Recruitment Request Review Email (Supervisor/Division Partner) 
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Recruitment Request Rejection Email  
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Recruitment Request Approval Email  
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