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Training Agenda

● Log On/ Log Off

● Dashboard

● My Jobs

● My Employees

● View My Job

● Job Library

● Career Ladders

● Job Acknowledgements

● Explore Acknowledgements

● DEMO

● Add New Job Description

● Revise Job Description
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Log On/Log Off

● Log On:  
https://universityofcalifornia.marketpayjobs.com

● Click in to use SSO

● Log Off:

● Upper right corner of 
screen
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(ignore this section)

https://universityofcalifornia.marketpayjobs.com/


Dashboard
notifications

Quick Links

current workloadQuick Links in 
outline list format

log off
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My Jobs
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“Job Code” is misnamed. These are Position Numbers (PNs)

Edit/Employees/Favorite
No JD for employees with DEFAULT

*Students are not listed: their JDs will remain in a PDF template format outside of this system. 

(contains JDs of your direct reports)



My Employees
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Empl Details/View the Job/Share Job with Employee

(contains list of your direct reports)



View My Job

● Every staff member in 
the organization will 
have access to this 
Quick Link (if they have 
a JD).

● It is a person’s own job 
description.

● All transferred JDs will 
need updates.
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Word, PDF,
HTML, Share

(contains your own JD)



Job Library

● The collection of all the Parent 

jobs in the UCANR instance

● Parents vs. Children: Parent are 

Job Standards; Children are our 

JDs

● Only HR has access to all the 

Children. 

● Manager Job Library has access 

to all Parents.
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(contains all our Job Standards)



Job Library
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(contains all our Job Standards)



Career Ladders
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(contains Standards of Job Families)



Quick Breather
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Two-Step Workflow
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Workflows

Three-Step Workflow

Select this one if you ARE the direct supervisor Select this one if you are NOT the direct supervisor
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Job Description (JD) Tips

● Remember they pertain to the job, not the person

● Most of the non-represented jobs have pre-defined Scopes, Key Responsibilities, 
and KSA (knowledge, skills, and abilities) requirements for you to use

● Be brief with the info about your department or program, as well as the custom 
scope 

● HR recommends no more than about 7 each in Key Responsibilities (KRs) and 
Knowledge, Skills and Abilities (KSAs)

● If you do need to create your own KRs and KSAs, they should be rather generic

● Supplemental document on the employee’s first day can spell out details

● Represented JDs do not have pre-defined sections, but HR is working on templates 
or you can use your existing classified JDs. 

● Those JDs refer you to use: https://ucnet.universityofcalifornia.edu/system_series/

https://ucnet.universityofcalifornia.edu/system_series/


Add New Job Description
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Choose Select 
Base Job, which 
gives you this 
screen. 
You MUST check 
This is a Child Job 
and verify the 
Parent is correct.
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Compare

Approve/
Deny

Workflow

Comments
Add Participant

Share

Make sure you’re 
in Edit mode

Add New Job Description-Menu Bar
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Pages 
in JD

Shaded 
fields non-
editable; 
white fields 
editable

Add New Job Description
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Pages 
in JD

Add New Job Description

Either A, C, 
or E (most 
likely) – Not 
Confidential

Pick the Division 
first, which 
drives the Dept
dropdown

Use the elipses for the Location and 
search by address or Location Code
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Pages 
in JD

Add New Job Description

On this 
page, you’ll 
just add 
the Job 
Summary



Add a New Job Description – Copying from Reference

19

NOTE
Ref 
section 
doesn’t 
appear 
on JD; 
you must 
add them 
in the 
section 
below:

Can copy each 
or all to paste 
in published 
section below.
Just right click 
on one of the 
responsibilities

Add percent  
(MUST total 
100) and check 
if it’s essential.



Add a New Job Description – Pasting from Reference 
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Pasting to 
published 
section
(only if you 
want to use 
any of the 
referenced 
standards.)



Add a New Job Description – Qualifications
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Can copy/ 
paste each or 
all as in KR 
page. 

Must also 
complete 
education 
section for red 
dot to go away



Add a New Job Description - PEMs
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Five defaults to select from based on type of work. “Other” is CES positions.
Each requirement can still be changed individually. 



Add a New Job Description – Special Conditions
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Check the 
appropriate boxes.
Then SAVE 

Always check these 3



Add a New Job Description – Job Posting
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Can 
download 
the 
Posting or 
view an 
interview 
guide



Add a New Job Description – Push Through
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Compare

Approve/Deny (must push the thumbs up to route it to the next step.)

Workflow

Comments
Add Participant

Share
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Revise Job Description

● You can select only from your direct reports (or impersonated 
direct reports)

● Same Workflow 

● Can edit the same fields as in Adding a New Job Description

● Issue with the supervisor seeing and/or editing JDs in Revise Job Description QuickLink

● Use My Employees QuickLink instead

● If an employee has a “DEFAULT” job description, you must use Add New Job Description QuickLink

● See next slide for instruction

UPDATE: Work-around to Revise a Job Description



Work-around to Revise Job Description
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DO NOT revise 
Default JDs

● In My Employees QuickLink, highlight the employee whose JD you want to revise  

● Click on Job Tasks > Start Workflow

● Enter Workflow as instructed in Add New Job Description (2-step ONLY if you are the direct supv.)

● Edit as needed. Click on the thumbs up to forward to next step.

X



Revise Job Description – Job Details
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Click Add Job to 
select from your 
direct reports JDs to 
revise



Revise Job Description – Job Posting
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Click Preview Pane and see:
• Default – Job Description
• Interview Guide – Helpful tips and questions for the 

hiring manager to download
• Job Posting – Downloadable 

Hit the “Thumbs Up” icon and you’re done!



Add/Revise New Job Description Tips
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● Starting Workflow requires Position Title and PN (If no PN yet; note the TBD_ # to 
convey to HR). This is the unique identifier they will need to provide you to know 
which to go in and claim.

● Click “This is a Child Job” and select the Parent so it pulls in the Job Standard.

● Review each of the pages and make edits as needed

● Shaded fields are non-editable; white fields are editable

● The “For Reference Only” sections in Key Responsibilities and Qualifications can be 
copied to sections just underneath for inclusion in JD

● PEMs have default categories which can be edited individually

● Use Job Posting Preview Pane for previews of Job Description, Posting and Interview 
Guide

● Download a copy of your new/revised JD because in workflow, you might not be 
able to see it again until an incumbent is in it.



Resources

● Staff HR Website – (ANR Staff Personnel-Supervisor Resources)

○ Office Hours

○ Slide Presentations

○ Link to Youtube recorded training: 
https://www.youtube.com/watch?v=Tu-IB-Yem-A

○ User Guides

○ FAQs

○ Represented titles Series Specs: 
https://ucnet.universityofcalifornia.edu/system_series/
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https://www.youtube.com/watch?v=Tu-IB-Yem-A
https://ucnet.universityofcalifornia.edu/system_series/


Contact and Questions

humanresources@ucanr.edu

Patricia Glass – pglass@ucanr.edu
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mailto:humanresources@ucanr.edu
mailto:pglass@ucanr.edu

