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Browse/Manage Job Opening 

 

Purpose: 
To review the job opening  

Navigation:  
 Recruiting > Workforce Planning > Browse Job Openings  

Instructions: 
Browse Job Openings allows you to perform various tasks.  You will be using it primarily to do the following: 
 
1. Review information about a specific  job opening 
2. Manage Applicants/View Applicants 
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To Review and Add Information to a Job Opening 
 

 

1. Locate the  specific Job you want to review 
a. Select Display if you want to see all jobs 

either assigned, associated or created by you 

 
b. Click Job Opening column to sort the jobs by 

description  
2. Click Job Opening title to see the job 

information when you have found the job you 
want to review 
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3. Click Job Opening Details to review the Job 

Opening 
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4. Click Save 
 
5. Click Return to Previous Page 

 

 

 
 
 
 
 
 
 
6. Click Activity & Attachments to add notes, 

attachments or expenses. 
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7. Review Job History information 
 
 
 
8. Click + icons to add notes, attachments or 

expenses. 

 

 

 
 
 
 
 
 
 
 
 
9. Click Save and Return after adding a note, 

attachment or expense 
 



PeopleSoft Recruiting Solutions  7/24/2007 
Step-By-Step Guide 3 – Manage Job Opening 

Copyright 2007 All Rights Reserved Boston College  6 
HR Recruiting SBS 3_v1.0 

 
 

 

10. Click  
 

11.  Click  
 
 
 


