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TREMS Job Posting Card – Decentralized Division 
 
Sample Job Card Approval Workflow used for the Job Posting Card 
 

 
 
 
Posting initiated by the Hiring Administrator 
 

 
 
  

This field will be used to 
populate a division HR 
group email address 

Enter JEMS Transaction ID 
Number 
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Display after JEMS transaction ID is entered 

 
  

Screen shot after the JEMS 
Transaction ID number is 
entered. 
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Screens prior to selection by Hiring Administrator 
 

 

Enter JEMS Transaction ID 

Mapped from JEMS 

Mapped from JEMS 

Mapped from JEMS 

Select from dropdown list 

Populate with 
manager/supervisor’s 

 

If more than 1 vacancy 
indicated in field above, 
add additional positions 
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Indicate if using a search 
committee 
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Select from dropdown list 

Select all 
that apply 

Select from 
dropdown list 

User creates text.  Flows 
to sourcing. 
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Mapped from JEMS 

Follow directions above to 
enter.  Flows to sourcing. 

Select from dropdown list 

Mapped from JEMS.  Used 
for reporting 

Manual selection 

Auto-populates with the name of 
user who initiates the posting. 

Select approval process 
from dropdown list 
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Select 
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Completed Job Posting Card by the Hiring Administrator 

 



9 
April 21, 2016 

 



10 
April 21, 2016 

 
 
 
 
 



11 
April 21, 2016 

 



12 
April 21, 2016 

 
  



13 
April 21, 2016 

Approval Process (Department Approver) 
         Indicates fields that can be edited at the approval process by someone with 
Hiring Administrator Security Role 
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Approved by division 
Indicates fields that can be edited at the approval process by someone with 
Division HR security Role 
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See screen below for 
editing approval 

Only visible for Division 
HR Security Role 
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Division HR permission role can change the names on the approval workflow 

 
 
 
 
  

Ability to change Division 
HR Approval name 
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Division view after TRE approval 
Indicates fields that can be edited after TRE approval process by someone with 
Division HR security Role 
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Hiring Administrator screen shot after TRE approval- All fields are uneditable. 
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Sample email that goes to each person in the approval workflow process 

 
 
Sample email that will go to the group email populated in the Division HR field 

 
 
 
 
 
 
 
 


