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Creating Job Postings in RMS: 
The Think 50 timeline starts here, when the job is transitioned into a posted status the clock starts. 
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Screen applications: 
Follow your normal recruitment process for reviewing applications. 
 

 
 
 

Conduct phone screens and interviews: 

1. From the list of all applicants on the posting, check the boxes associated with the applicants of 
interest. 

2. From the Actions menu, select Move in Workflow. The Editing Workflow States page opens. 

3. Do one of these things: 

▪ Use the Change for all applicants box to select the workflow state for all the applicants 
you selected, or 

▪ For each applicant listed on this page, select the new workflow state. 

4. If required, select the reason that best explains why you are moving the applicants in the 
workflow. You can select a reason for each applicant even if you moved all of them in the 
workflow together. 

5. When you have moved all applicants to the appropriate workflow states, select Save Changes to 
update them. 
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Hiring Proposal Process: 
Once a candidate is selected, complete and approve the hiring proposal. 
 

 
 
 

Update RMS and close search process: 
At this point, you will want to go to the job position and move it to filled, this will complete the close out 
process of your posting. This will transition the job to a final state, the date this action occurs is used to 
calculate the time to hire. 

. 
 
Prepare for on-boarding for new employee: 
Follow your internal onboarding process and file all necessary documents for the applicant. 
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