Search Waiver/Temporary Hire/LOA Exception
E-Search Instructions

1) Access www.unrsearch.com/hr
2) Under the Requisitions tab, choose “Standard Position Type”.  

3) Click the orange “Create New Requisition” tab to the right, and choose “Create from Template”.  
4) Under Job Title, you will see “Search Waiver”.  Hover over the “Actions” link to the right and choose “Create From”.

5) Complete the requested information and then choose “Create new Requisition”.  
Note: only choose one application form.

6) Under Recruitment Type, choose one of the following: Grant Named, Post Doc, Temporary or LOA Exception.  

7) Enter position title in the “Job Title” field.
8) Complete all blank fields and drop down fields.
9) When entering open date and close date, allow enough time for the applicant to apply to the position online.
10) Under SEARCH WAIVER/TEMPORARY/LOA HIRE INFO, enter the justification for the exception in the field currently titled “If Search Waiver, Click Here to Proceed.”

11) Complete the four Waiver fields (Name, Salary, Rank/Range, and Intended Hire Date).

12) For Grant Named Only:  Click “Next” until you arrive at the Internal Documents section.  Attach a copy of the Notification of Sponsored Award and the page from the grant naming the individual. Allow the system a few minutes to convert the documents. Hit Save. 
13) Click the “Summary” button in the left menu bar. 
14) Click the orange Take Action on Requisition button and choose “Waiver Post – Viewable With Quicklink Only”, and Submit. The Quicklink will be located under the position title on the Requisition Summary page. 
15) E-mail the candidate the Quicklink and ask them to apply and request that they notify you once they’ve completed the application/registration.  The applicant will be prompted to complete contact information and attach a resume/CV.  It should take no more than 15 minutes to complete this process.  Here’s a sample email you can use to notify the candidate:


TO:  Candidate


FROM:  __________

Thank you for your interest in employment at the University of Nevada, Reno.  In order to complete the approval process to create this position we need your assistance as follows.
1. Visit the following link and create an account:  https://www.unrsearch.com/user/new 
2. Once you have created an account, go to: (QUICKLINK)
3. Below the position title, click APPLY TO THIS JOB

4. Complete the requested contact information in the registration form, certify the form and attach a resume/CV
5. Submit your application
6. Reply to this email to let me know you’ve completed this process

Once I receive your response, I can initiate the request for approval for this position.  We will contact you as soon as further information is available.  Please contact me if you have questions or concerns.

Regards,
16) Once candidate applies, log on to e-search and move the requisition to  “Submit Candidates to Dept Head/Supv” to route for approval.
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