How to Create New Adjunct Position in DASH for
Recruitment

1 Click "Employee Self-Service Finance, Human Resources, Facilities" from the DASH
landing page.
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2  Click on "My Client Groups".

3 Click on "Show More" under Quick Actions.
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4 Click "Request a New Position" under Workforce Structures.

5 Click "Budget Details, Additional Info, and Requisition Details (to post)" and select
"Continue".

Made with Scribe - https://scribehow.com



6  Select the effective date for the new position to start (you may use today's date).

7 Click "Request a new Position" under the Action Reason for the request and click
"Continue".
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8 The Parent Position will automatically be filled with the requestor's position
number. This will need to be changed to the position number of the hiring

manager. Once the position number is entered, it will populate in a drop-down
bar for selection.

9 Enter the name for the Adjunct position.
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10 Under Job, enter in "Adjunct" and select the appropriate title.

11  Under Location, enter the building name and choose from the listings.
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12  Under Assignment Category, select "12 - Month Faculty".

13  Select the appropriate work schedule for the new adjunct position.
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14  Enter the expected number of working hours for the new position.

15 Select the appropriate employment type for the new position.
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16 Click on "Yes" for Overlap Allowed if two people may be in the position for a short
duration (i.e. if an adjunct is leaving the University and a new candidate has been
hired for replacement).

17  Click on the drop-down arrow by "Division" to search for Chattanooga.
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18 Click on "Advanced Search".

19  Click on the drop-down menu by "Value" and select "Contains".
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20 Enter "Chattanooga" and click on "Search".

21 Select "UT Chattanooga Campus" and click on "OK".
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22  Enter the appropriate SOC Code for the adjunct position.

23  Click on the appropriate role for "Primary IRP Role (Faculty Only)".
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24 Enter the correct faculty role for "Faculty Position". It will be Instructor for
Adjuncts.

25 Click the appropriate role from the drop-down menu.
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26 Click "Continue". You may add an attachment here, but it will not flow over to the
position creation workflow.

27 For Budget Details, change the "Head Count" to 100 since there will be multiple
hires put into this requisition in DASH. Change "FTE" to 0 so there will be no errors
with the multiple hires. Change the "Type" to Pooled. Click on "Continue".
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28 Under "Additional Info", enter the DASH account information for the position by
selecting "Add" by the Position Salary Budget portion.

29 The information entered here will be for the default account for the hiring
department. If the adjunct hires will be paid out of different accounts, then this
will be corrected in Labor Distribution.
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30 Enter "40" for the Entity for Chattanooga.

31 Enter the Fund number.
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32 Enter the Department number.

33  Enter the Program number.
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34  Enter the Activity number. If known, enter the Distribution amount.

35 Enter 100% in the Distribution Cost.
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36 Select the Wage type. 1REG if paid monthly or THRL if paid bi-weekly.

37 Click "OK" to move to Requisition Details.
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38 If you want to add workflow notes, click on "Add". Once done, click on "Continue"
to move to the next section.

39 Select the "Recruiting Type" from the drop-down menu.
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40 The hiring manager will pre-populate to the requestor's name. This can be
updated to the correct name.

4 If you would like to update the position information to match the hiring manager's
info, click on "Yes".
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Select the appropriate recruiter for the position from the drop-down menu. Rachel
42 - . : "
Riehle will be the recruiter for faculty positions.

43 Click "Yes" or "No" if the position will be on tenure track.
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44  If the hiring range is known, enter the information.

45 Select "UT Chattanooga Campus BU, University of Tennessee" for the
Organization.
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46 Enter "Chattanooga, TN" for the Primary Location.

47 If the position is grant-funded, select "Yes". If you know the background check
department code, you may enter the information. For "Job Shift", select the correct
shift.
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48 Click "Continue". You may add Comments and Attachments in the next section.
Once done, click "Submit" at the top to initiate the position creation process.

Made with Scribe - https://scribehow.com

25



